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WELCOME LETTER

Dear Academy of Hope Learner,
Welcome to Academy of Hope! We are so glad you've chosen to continue your educational journey with us.

Making the decision to invest in yourself is something to be proud of. Whether you're working toward earning
your high school diploma, preparing for a new career, advancing in your current job, supporting your family,
or reaching another personal goal, you've taken an important step, and we're honored to be part of your

journey.

Our entire team is committed to helping you succeed. Whether you're learning in person or online, you'll find
dedicated teachers who are ready to support, encourage, and challenge you every step of the way. They've
worked hard to create engaging learning experiences that meet your needs, and they're always available to

answer questions and provide guidance.

At Academy of Hope, we know that success extends beyond the classroom. That's why we offer a variety of
support services to help you overcome challenges and stay focused on your goals. Our Student Success and
Academic Engagement Team is here to connect you with resources when you need them. If you're looking for
a job, planning a career change, or exploring workforce training opportunities, our Career and Workforce
Services team is ready to help. And if college is part of your future, our College Services Officer can help you

explore your options and prepare for the next step.

One of the things that makes Academy of Hope special is our community. We believe that everyone has
something valuable to teach and something new to learn. Every learner, staff member, and volunteer brings
unique experiences and perspectives that strengthen our community. We encourage you to participate, ask
questions, build connections, and take advantage of every opportunity to grow. As you begin your time with
us, we also invite you to learn more about our core values and our commitment to diversity, equity, and

inclusion, outlined in this handbook.

Thank you for trusting Academy of Hope with your educational journey. We are excited to celebrate your

achievements, support you through challenges, and cheer you on as you reach your goals.
Welcome to the Academy of Hope family. We can't wait to see all that you'll accomplish this year.

With warm regards,

e Y
f.%’f"”[& 'f.f,/";.é";u o

/
J

Lecester Johnson, Ed.S.
Chief Executive Officer



FOUNDING VISION

“Academy of Hope will be a place in which the main subject for everyone—teachers and students alike—is not
reading, writing, or math, but hope. Hope only comes when we care and are cared for. At the Academy, all of
us are teachers because all of us can care for another. And all of us are students since all of us need to be
cared for.”

-Founding Vision from 1985

DIVERSITY, EQUITY, AND INCLUSION (DEI) STATEMENT

Academy of Hope Adult Public Charter School (AoH) expressly embraces people of all races, ethnicities,
gender identities, ages, sexual orientation, religions/spirituality and backgrounds. We strive to create an
inclusive environment where race, seen and unseen disabilities and other identifiers do not pre-determine
one’s future but rather where everyone is valued and adds value.

Throughout history, marginalized people have fought for their rights to freedom, justice, and education. The
American education system continues to be plagued by discrimination, homophobia/transphobia, classism,
and racism. There are still policies, procedures, and practices that negatively impact members of these
communities.

As an adult public charter school, AoH acknowledges history and the impact it continues to have in the
present. We are focused on creating a more just and fair future for all of our communities. AoH recognizes the
economic burden of education access; we offer a free comprehensive education and do our best to
coordinate transportation subsidies for DC residents. We show support to our LGBTQIA+ community by
opening the doors for gender identity and “Safe Zone” training because we know that gender is not binary.
Every day we challenge inherent bias and racism so that we are more conscious of white-dominant culture
and the black-and brown-experience. The AoH community understands that both seen and unseen disabilities
should be treated with equal priority. We continue to adopt new practices and develop a climate that is
welcoming. We are changing every day.

Our charge is to provide avenues and tools to combat systemic racism within Academy of Hope’s walls and
beyond. Through education, we hope to equip our community members to advocate against and challenge
systemic racism. We hope to share knowledge with others in our sector and beyond.

MISSION, VISION, IMPACT, AND CORE VALUES

Our Mission
We support adult learners in changing their lives and transforming their communities by providing them with
high-quality adult education and career training that creates direct pathways to economic mobility.

Our Vision

We envision a world where no adult is limited by systemic barriers of race, gender, and more — and a world
where education doesn’t just shepherd people through flawed systems, but acts to transform and reimagine
those systems.

Our Impact

Academy of Hope will support adult learners on their journeys toward their goals while participating in a
larger journey of justice and repair that levels the playing field and enables all individuals and communities to
thrive, develop, and succeed.

CARES Core Values
Community, Acceptance, Respect, Empowerment, and Service



COMMUNITY EXPECTATIONS

Academy of Hope is committed to fostering a safe, welcoming, and inclusive learning environment where
every adult learner has the opportunity to succeed. Our community is guided by the CARES Core Values,
Community, Acceptance, Respect, Empowerment, and Service. Together, these values shape how we learn,
work, and interact with one another.

As a member of the Academy of Hope community, learners are expected to:

Treat fellow learners, staff, volunteers, and visitors with courtesy, dignity, and respect

Contribute to a positive learning environment by participating constructively and communicating
appropriately
Respect the diversity of our community, including differences in race, ethnicity, culture, religion, age,
disability, gender identity, sexual orientation, and lived experiences
Follow reasonable directions from Academy of Hope faculty and staff
Respect Academy of Hope facilities and technology, as well as the property of others

Help maintain a learning environment that is safe, supportive, and free from disruptive behavior

SCHOOL CALENDAR

2026-2027 School Year Calendar
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ACADEMIC PROGRAMS AND SERVICES

ACADEMIC PROGRAM OVERVIEW

Flexible Learning. Strong Support. Real Credentials.

At Academy of Hope (AoH), our academic program is designed for adult learners who are balancing school,
work, family, and other responsibilities. Our goal is to provide flexible scheduling, strong instruction, and
clear pathways to earning a high school credential.

We believe you should not have to choose between your education and your life. Our program is built to
support both.

We are committed to helping you reach your academic and career goals in a supportive and respectful
learning environment. Whether you are building foundational skills or preparing for graduation, AoH is here
to support your journey every step of the way.

Program Schedule Options

AoH offers three daily program options so you can choose the time that works best for you:

° Morning Program: 9:00 AM — 12:00 PM
° Afternoon Program: 1:00 PM — 4:00 PM
° Evening Program: 6:00 PM — 9:00 PM

If your preferred schedule is full, staff will help you select another option that fits your needs.



Each program includes two learning blocks:

. Core Instruction Block: Reading, Writing, Math, Science, or Social Studies
° Focused Instruction Block: Targeted support in Reading or Math

All learners receive the same curriculum and academic expectations, regardless of program time.
What Learning Looks Like at AoH
In every program, you will:

Learn in structured, supportive classrooms

Receive instruction in core academic subjects

Get additional support in Reading and Math

Work toward college and career readiness skills

Have access to in-person and virtual learning options (when available)

Our model is designed to provide both structure and flexibility so you can succeed.
Support for Your Success

AoH staff work closely with you to support your learning and attempt to remove barriers to success.

You will:

° Meet with support staff to review your goals and learning needs

° Receive help adjusting your schedule if challenges arise (such as attendance or timing issues)
° Be connected to academic supports when additional help is needed

Our goal is to make sure your learning plan fits your life and supports your progress.
Learning Platforms and Tools

AoH uses online learning tools to support instruction, practice, and independent learning. All platforms are
accessed through a single login system (Clever).

You will use:

° Schoology — Your main classroom platform for lessons, assignments, and materials
° IXL — Personalized practice in Math and Reading skills

° Quizlet — Study tools and learning games for review

° Essential Ed (GED Academy) — Structured GED preparation and skill-building

These tools support learning inside and outside of the classroom.

YOUR PATH TO A HIGH SCHOOL CREDENTIAL

AoH offers two pathways to earn a high school credential:
GED® (High School Equivalency)
The GED is a nationally recognized test in:

Math

Reading and Writing
Science

Social Studies



You must pass all four tests to earn your GED credential.
NEDP (National External Diploma Program)

The NEDP is a performance-based program where you earn a high school diploma by completing real-world
academic tasks.

Instead of exams, you:

° Complete projects and skill-based assignments
° Work at your own pace with staff support
° Demonstrate academic and workplace readiness skills

Staff will help you choose the pathway that best fits your goals and learning style.

CASAS ASSESSMENTS (Learning Progress)

AoH uses CASAS assessments to understand your skills and track your progress.

CASAS Pre-Test

° Taken when you enter the program
° Helps determine your reading and math skill levels
° Supports proper class placement and learning plans

CASAS Post-Test

° Taken after instruction
. Measures your academic growth
° Helps guide next steps in your learning

CASAS is not a pass/fail test. It is used to support your learning and show growth over time.

LEARNING SUPPORT SERVICES

Process for Accessing Learning Supports and Accommodations

All learners, regardless of age, can access academic support and accommodations through the process
outlined below.

1. Identify a learning need

If you are finding a class challenging, you are encouraged to speak with your teacher, student success and
academic engagement specialist, or principal. They will connect you with the Manager of Personalized
Learning (MPL). Teachers may also initiate this conversation if they notice you may benefit from additional
support.

2. Develop a Learner Educational Plan (LEP)

After a referral is made, you will meet with the MPL to discuss your strengths, needs, and learning goals.
Together with your teachers, you will develop a Learner Educational Plan (LEP) that outlines the supports and
accommodations designed to help you succeed.

3. Monitor progress and adjust supports
Your teachers and the MPL will regularly review your progress to ensure the LEP is effective. If needed, the



plan may be updated to reflect new information and include additional strategies or supports.

4. Request further evaluation if needed

If you continue to experience challenges after implementing support, additional evaluations may be
recommended. You will meet with the adult learning support specialist to review concerns and discuss
possible next steps and referrals.

INDIVIDUALIZED EDUCATION PROGRAM (IEP)

A learner who is under the age of 22, and who has been diagnosed with a disability, or who has had an
IEP/504 Plan in the past, should contact the AoH Manager of Personalized Learning, Sydney Henderson.

GRIEVANCE PROCEDURES UNDER SECTION 504/ADA

It is AoH’s policy not to discriminate on the basis of disability. AoH has adopted this Grievance Procedure to
provide for prompt and equitable resolution of complaints alleging any action prohibited by Section 504 of
the Rehabilitation Act of 1973 or Ill of the Americans with Disabilities Act committed by a student, employee,
or third party.

Any person who believes that they have been subjected to discrimination on the basis of disability may file a
grievance under this procedure. Upon a finding of concern, AoH will take steps to prevent the recurrence of
any prohibited actions and to correct its discriminatory effects on the filers and others, if appropriate.

Many difficulties can be resolved informally by simply communicating a concern or request to the relevant
school official and thus AoH encourages individuals to discuss their concerns with their Adult Learning
Support Specialists and any other appropriate school officials before resorting to this formal complaint
procedure. However, individuals are not required to do so before filing a formal complaint.

Anyone wishing to submit a formal complaint regarding AoH compliance with these laws can contact Sydney
Henderson, Manager of Personalized Learning, by emailing ADAsupport@aohdc.org.

The School strives to address complaints immediately. If you do not receive confirmation from Ms. Henderson
and a timeline for resolution within 3 business days, please reach out to your campus principal at the email
address below.

Complaints submitted to AoH should be made in writing and contain information about the request for
accommodation and any alleged discrimination including, but not limited to, the name, address, phone
number, email address of complainant and location, date, and description of the request/problem.
Alternative means of filing complaints, such as personal interviews or a tape recording of the complaint, will
be made available, upon request, for any persons with disabilities.

Complaints should be submitted as soon as possible, preferably within 60 calendar days of the alleged
violation. Within 15 calendar days after receipt of the complaint, AoH’s ADA/Section 504 Coordinator or a
designee, will meet with the complainant to discuss the complaint and the possible resolutions. At this
meeting, the complainant may provide additional evidence, including witnesses, that they reasonably believe
is necessary to articulate their position. To the extent that the complainant believes the presence of a third
party who is neither a student, nor an school employee, is necessary to articulate their position at the
meeting, they must notify the AoH’s ADA/Section 504 Coordinator or designee that they are to meet with in
writing at least 48 hours prior to the meeting of their intent, a brief explanation of the person’s role and and
identify the person/persons that will be attending. AoH will attempt to accommodate all reasonable requests,
but the failure to properly provide this notification could result in the person not being allowed on school
grounds and/or delay of the meeting/process. Within 15 calendar days of that meeting, AoH’s ADA/Section
504 Coordinator or a designee will respond in writing, and where appropriate, in a format that is accessible to


mailto:ADAsupport@aohdc.org

the complainant, such as large print, Braille, via telephone, or recorded message. The response will explain
the position of AoH and offer options for substantive resolution of the complaint.

If the response does not satisfactorily resolve the issue, the complainant may appeal the decision within 15
calendar days after receipt of the response to their campus principal, who can be contacted via email.

For Ward 5: asparks-brown@aohdc.org
For Ward 8: alicia@aohdc.org

The appeal should be in writing and contain all information the complainant may want considered with regard
to this matter. Within 15 calendar days after receipt of the appeal, the principal or a designee will meet with
the complainant to discuss the complaint and possible resolutions. Within 15 calendar days after the
meeting, the principal or a designee will respond in writing, and, where appropriate, in a format that is
accessible to the complainant, with a final resolution of the complaint.

If the complainant is not satisfied with the decision on appeal, the complainant may make one final appeal of
the decision to the Chief Academic Officer of AoH within 15 calendar days after receipt of the decision on
appeal. This final appeal should be submitted via electronic mail to mdurant@aohdc.org with a copy to
tiffany@aohdc.org. Within 5 business days after receipt of the appeal, the complainant will receive the final
decision on this matter, in writing, and, where appropriate, in a format that is accessible to the complainant,
with a final resolution of the complaint.

AoH prohibits retaliation against individuals who file a complaint or participate in a complaint investigation.
AoH also prohibits intimidation, threats, or any other effort to prevent or obstruct someone from submitting a
complaint.

SERVICES FOR STUDENTS WHO ARE DEAF OR HARD OF HEARING

AoH utilizes an extensive intake process to gather information about its learners and determine the best way
to maximize the likelihood of educational success and minimize barriers to learning. If a need is identified
during this process, a learner will be assigned an Adult Learning Support Specialist who will work closely with
the learner to provide the appropriate accommodation.

If a learner wishes to seek accommodation after the intake process has been completed, they can contact
AoH’s Manager of Personalized Learning at ADAsupport@aohdc.org. Once the learner provides the relevant
information, the learner will be assigned an Adult Learning Support Specialist.

For its core academic programs, AoH provides learners whose reading comprehension is determined to be at
levels 1-3 with the ability to use ASL interpreters. Class modality (in-person or virtual) is at the discretion of
AoH leadership. All learners in AoH’s core academic programs whose reading comprehension is determined to
be at levels 4 and 5 will be provided with the appropriate auxiliary aids and services, such as speech to text or
captioning services. For its certification workforce classes, AoH provides interpreters for learners as needed
by class modality and location. With at least 72 hours’ notice, AoH provides ASL interpreters for learners for
testing, orientation, and other on-site meetings.

Any learner who believes that the above stated policy would not be appropriate considering their particular
circumstances can request an accommodation by providing a detailed explanation of their particular needs
and any supporting document from a licensed provider they believe will help AoH further understand their
request.

Accommodation requests should be sent to the Manager of Personalized Learning at the learners’ campus.
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Ward 5 and Ward 8: Sydney L. Henderson at ADAsupport@aohdc.org
AoH will provide a written response to the accommodation request.

In the event a learner disagrees with the written response, they may submit a formal complaint via AoH
APCS’s Section 504/ADA grievance procedure. [See section above]

CAREER, WORKFORCE, COLLEGE, AND ALUMNI SERVICES

Dual Enroliment and College Transition: In addition to offering articulated college credit courses, AoH also
offers college dual enrollment opportunities for academic learners actively pursuing their high school
diploma, allowing students to gain college credits while enrolled in AoH.

Hope Forward: A 6-month-long graduate transition program designed to equip AoH alumni with the tools and
resources they need to achieve their educational and career goals. The program focuses on college & career
guidance, college transition, and career advancement through workshops, one-on-one coaching, milestone
incentives, and hands-on experiences like mock interviews, networking events, and professional development
activities. Hope Forward is more than just a program—it’s a community of support, accountability, and
encouragement as you pursue your personal and professional journey.

Career and Workforce Services: The Academy of Hope Career and Workforce Services team assists enrolled
learners in exploring career fields, identifying strong career matches, finding employment, providing training
and certification programs in high demand fields, supporting postsecondary/college options and determining
the next steps beyond the high school diploma. The team can assist learners at any point in their academic,
employment, or career pathway with career coaching and employment support.

Academy of Hope’s comprehensive workforce program addresses every aspect needed for learners to be
successful employees in the 21st Century workforce. We focus on the high demand/high growth career areas
of Healthcare and IT that offer the ability to upskill to higher wage jobs in the DC area. Learners earn
workforce credentials taught by industry professionals. Learners can expect to receive practical on the job
experience, job coaching, interview and resume support. Successful program completion can lead to industry
certifications.

e Career Academy - Reading, Math, Career Coaching, Digital Literacy, Healthcare Foundations

e High Level Credentialing Training Programs - Nurse Aid, Phlebotomy Technician, Medical Billing & Coding,
CompTIA IT, Project Management (CAPM & PMP), and Leasing for Property Management (CALP)

Currently enrolled academic learners are encouraged to move on to our high level credentialing programs
once entrance requirements are met.

For those who are enrolled in a Workforce credentialing program this term, or for anyone who is interested in
learning more, please refer to the specific handbooks linked below and also found at the end of this
handbook.

Healthcare Programs

IT Programs
Project Management

Leasing for Property Management

To the extent any policies or procedures in the above program specific handbooks are inconsistent with the
terms in this general student handbook, the policies or procedures for each specific program govern.
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POLICIES

STUDENT CONDUCT POLICY AND RESPONSE TO POLICY VIOLATIONS

Student Conduct Policy

To protect the learning environment and the well-being of the Academy of Hope community, learners are
expected to conduct themselves in a manner that supports teaching, learning, and mutual respect. While
participating in Academy of Hope programs, at Academy of Hope-sponsored activities, or within Academy of
Hope property, the following actions are prohibited:

e Harassment, bullying, intimidation, discrimination, or retaliation against any member of the Academy of
Hope community
Verbal abuse, threatening behavior, or physical violence
® Possession, use, distribution, or being under the influence of illegal drugs, alcohol, marijuana, or drug
paraphernalia while participating in Academy of Hope programs or on Academy of Hope property, except
as otherwise permitted by applicable law or approved by the program
Possession or use of weapons or other prohibited dangerous items
Theft, vandalism, or intentional damage to Academy of Hope property or the property of others.
Unauthorized solicitation or sale of goods or services on Academy of Hope property

Accessing, displaying, transmitting, or distributing obscene, pornographic, hateful, or otherwise
inappropriate materials using Academy of Hope technology or while participating in Academy of Hope
programs
e Misuse of Academy of Hope technology, equipment, or other resources
Failure to comply with reasonable requests or directions from Academy of Hope employees acting within
the scope of their responsibilities
® Any behavior that disrupts instruction, interferes with the learning environment, or threatens the safety
or well-being of others

Response to Policy Violations

Academy of Hope is committed to addressing conduct concerns fairly, consistently, and with consideration for
individual circumstances. Whenever appropriate, the school will use restorative practices and supportive
interventions to help learners understand expectations, resolve concerns, and remain engaged in their
educational goals.

Depending on the nature, severity, or frequency of the behavior, responses may include:

Verbal or written warning.

Meeting with the learner and appropriate Academy of Hope staff.

Referral to Student Success and Academic Engagement for additional support.
Development of a behavioral improvement plan.

Temporary removal from class or campus.

Suspension.

Administrative withdrawal or expulsion for serious or repeated violations or when necessary to protect
the safety of the Academy of Hope community.

Behavior that AoH deems to pose an immediate threat to the safety of learners, staff, or visitors may result in

immediate removal from campus and additional disciplinary action, including referral to law enforcement
when appropriate.
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DRESS AND APPEARANCE POLICY

Academy of Hope recognizes that learners come from diverse backgrounds and encourages individual
expression through personal appearance. Learners are expected to dress in a manner that supports a safe,
respectful, and distraction-free learning environment.

Clothing and personal appearance should be appropriate for participation in classroom activities and any
program-related events. Learners may be asked to modify their attire or leave campus for the day if their
clothing or appearance:

e Creates a health or safety concern.
Displays language or images that are obscene, discriminatory, hateful, threatening, or promote violence,
illegal activity, drugs, or alcohol.
Is excessively revealing in a way that substantially disrupts the learning environment.

e Interferes with participation in instructional activities or the ability to safely use equipment or facilities.

Additional dress or safety requirements may apply for specific classes, career training programs, laboratories,
or work-based learning experiences. Learners are expected to follow any program-specific safety or attire
requirements communicated by their instructor.

Academy of Hope will make reasonable accommodations for clothing or grooming practices related to a
learner's religious beliefs, cultural traditions, disability, or medical needs, consistent with applicable laws.

Learners who do not meet these expectations will be asked to correct the concern when possible. If the issue
cannot be resolved immediately, Academy of Hope staff may ask the learner to leave for the remainder of the
day and return in attire that complies with this policy.

POLICY ON BORROWING SCHOOL COMPUTER EQUIPMENT

Academy of Hope allows learners to borrow school computer equipment to engage in learning from home
under certain circumstances. A learner will be asked during the enrollment process if they wish to borrow
school computer equipment. Learners who are approved to do so will be asked to sign an agreement
acknowledging that you are using Academy of Hope property and that the property will be returned in proper
working order at the agreed upon time. Learners must:

treat all school and personal electronic devices with care.
keep food and drinks away from the equipment.

keep devices out of extremely cold or hot areas.

hold and carry computers properly.

report any damage to school equipment as soon as possible.

While there is no charge to borrow school computer equipment, learners may be held financially responsible
for lost or damaged property, including all cords and chargers. Failure to return equipment in a timely
manner may be considered theft and may lead to criminal prosecution by Academy of Hope.

Replacement Policy

Any replacement of broken, lost, or stolen school computer equipment must be authorized by Academy of
Hope leadership (Principal or Director level). Learners are eligible for one replacement device per school
year, provided the replacement is approved, and the agreement is updated and signed by both parties. If
school computer equipment is stolen, learners must provide a copy of a police report in order to be
considered for a replacement.

12



CAMPUS POLICIES

> Campus Kitchen Policy

Academy of Hope provides shared kitchen spaces for learners and staff. To help maintain a clean, safe, and
welcoming environment, all users are expected to clean up after themselves by washing dishes or placing
them in the dishwasher and disposing of trash appropriately.

Coffee and tea are available for learner and staff use. Only Academy of Hope staff members and approved
learners may prepare large pots of coffee.

Learners and staff may store food in designated refrigerators during the week. All food items should be clearly
labeled with the owner's name and should be removed by the end of the day each Friday. Unclaimed food
items will be discarded as part of regular cleaning procedures.

> Cell Phone and Personal Device Policy

To minimize disruptions and support learning, cell phones and other personal electronic devices should be
silenced and stored during class unless their use is authorized by the instructor for instructional purposes or
needed for an emergency.

Learners who need to make or receive a phone call during class should step outside the classroom and use
designated common areas whenever possible.

Repeated disruptions caused by personal electronic devices may be addressed through the Student Conduct
Policy.

> Children and Visitor Policy
Academy of Hope is an adult education program and is unable to provide childcare.

Children are not permitted in classrooms or other instructional spaces during class hours. Learners are
expected to arrange childcare before attending class.

Visitors are permitted only for official school business or with prior approval from Academy of Hope staff. All
visitors must sign in at the front desk upon arrival and comply with all school visitor procedures before
entering the building or participating in school activities.

> Parking Policy

Parking availability varies by campus. Learners are responsible for complying with all posted parking signs,
restrictions, and local parking regulations.

Academy of Hope is not responsible for loss of, theft from, or damage to vehicles or personal property while
parked on or near school property.

> Transportation Assistance Policy

Eligible learners may receive transportation assistance in accordance with Academy of Hope program
guidelines and available funding from the DC Transit Subsidy.

Transportation benefits are intended to support attendance and participation in Academy of Hope programs.
Academy of Hope attempts to provide each learner that is a resident of the District with a subsidy but cannot
guarantee as much. Eligibility requirements, benefit amounts, and distribution procedures are established by
Academy of Hope and WAMATA and may change based on funding availability or program requirements.

> School Closings and Delays Policy

Academy of Hope generally follows District of Columbia Public Schools (DCPS) decisions regarding
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weather-related delays and closures unless otherwise announced.

Information regarding delays, early dismissals, emergency closures, or changes to the instructional schedule
will be communicated through Academy of Hope's official communication channels, including the website,
Schoology, voicemail, email, text message, or other approved notification systems.

Learners are responsible for monitoring these communications during inclement weather or emergency
situations.

> Digital Use and Technology Policy

Academy of Hope provides access to technology and internet resources to support teaching and learning. The
use of school-issued devices, technology resources, and internet access is a privilege and must support
educational purposes.

Learners are expected to use Academy of Hope technology responsibly and in accordance with all school
policies. Misuse of school technology, including accessing inappropriate content, damaging equipment,
sharing devices without authorization, or violating acceptable use expectations, may result in restricted or
revoked technology privileges.

Technology access may also be temporarily restricted when required program participation requirements
have not been met, including attendance expectations, required assessments, or responsiveness to school
communications.

Learners whose technology access has been restricted may be required to meet with Academy of Hope staff
before access is restored.

> Classroom and Shared Space Policy
All learners share responsibility for maintaining clean, safe, and welcoming learning environments.

Learners are expected to return books, equipment, and classroom materials to their proper locations after
use, dispose of trash in designated receptacles, and place recyclable materials in appropriate recycling bins.

All Academy of Hope facilities, furnishings, equipment, and instructional resources should be treated with
care and respect. Learners may be held responsible for intentional damage to school property.

FIRE DRILL AND EMERGENCY EVACUATION POLICY

Academy of Hope is committed to maintaining a safe learning environment for all learners, staff, and visitors.
Fire drills and emergency evacuation exercises are conducted periodically throughout the school year to
ensure that everyone is familiar with emergency procedures.

When a fire alarm sounds or an evacuation is directed:

e Immediately stop all activities and exit the building using the nearest safe exit.

® Leave all personal belongings behind unless they are immediately accessible and can be taken without
delaying evacuation.

e Follow the directions of Academy of Hope staff and emergency personnel.
Proceed directly to the designated assembly area and remain there until an "all clear" is given or further
instructions are provided.

e Do not re-enter the building until authorized by Academy of Hope staff or emergency responders.

Fire evacuation routes are posted in each classroom and throughout Academy of Hope facilities. Learners are
expected to familiarize themselves with the evacuation route for each classroom they attend and to
participate fully in all required fire drills and emergency evacuations.
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ARTIFICIAL INTELLIGENCE (Al) USE POLICY

Academy of Hope recognizes that artificial intelligence (Al) tools, such as ChatGPT, Microsoft Copilot, Google
Gemini, Grammarly Al, and similar technologies, can support learning, writing, research, career exploration,
and skill development when used responsibly. Learners are encouraged to use Al as a learning resource when
permitted by their instructor and in ways that support their own understanding and growth.

> Appropriate Use of Al
When authorized by an instructor, learners may use Al tools to:

Brainstorm ideas or organize thoughts.

Improve grammar, spelling, or writing clarity other than in any quiz, test, assessment or other project
used to assess the learner unless otherwise stated by specific program requirements.

Practice reading, writing, or communication skills.

Explore career or college options.

Receive explanations of academic concepts.

Support learning outside of class.

Learners remain responsible for understanding and accurately representing their own work. Submitting
Al-generated work as one's own without express instructor permission may be considered academic
misconduct. Any learner doing so may be subject to disciplinary action.

> Al Use in the Classroom

Instructors will determine whether Al tools may be used for specific assignments or classroom activities.
Learners are expected to follow instructor directions regarding the appropriate use of Al for coursework. If an
instructor prohibits Al use on an assignment or assessment, learners must complete the work independently.

> Al Use During Assessments

The use of Al tools is prohibited during any Academy of Hope assessment unless explicitly authorized as an
approved accommodation or instructional support.

Learners may not use Al during:

® Placement or diagnostic assessments, including CASAS or other Academy of Hope placement
assessments.

GED Ready® practice tests.

Official GED® exam:s.

National External Diploma Program (NEDP) in office checks.

Workforce certification examinations or assessments administered by Academy of Hope or an external
certifying organization.

Any quiz, test, or examination for which Al use has not been expressly permitted.

® Using Al during a prohibited assessment may result in invalidation of test results, removal from the
assessment, disciplinary action under the Student Conduct Policy, or additional consequences imposed by
the testing or credentialing organization.

> Al and Academic Integrity

Academy of Hope values honesty, integrity, and authentic learning. Learners are expected to complete their
own work and accurately represent their knowledge and skills. Unauthorized use of Al to complete
assignments, assessments, or examinations undermines the learning process and the value of educational
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credentials. Questions about whether Al may be used for a particular assignment or assessment should be
directed to the instructor before using the technology.

ATTENDANCE POLICY

Academy of Hope’s attendance policy is designed to support adult students with maintaining consistent
attendance, ensuring that they can successfully meet their educational goals.

We understand that attending class may not always be easy for adult learners. Even so, regular participation is
one of the most important ways for AoH learners to make progress in their studies, earn a high school
credential, and move towards post-secondary educational and career goals.

Students who attend consistently are more likely to:

° Improve their academic skills in reading, math, and other subjects
° Complete their GED or NEDP
° Transition to college, job training, or employment opportunities

This policy is designed to make sure students receive support early if they begin missing class. Our goal is to
check in with each student, help remove barriers when possible, and support success before any decisions
about enrollment are made.

Scope

This policy applies to learners enrolled in Academy of Hope’s Academic Program, GED Preparation Program,
and National External Diploma Preparation Program (NEDP). (Note: Upon starting the assessment phase of
NEDP, learners will receive and sign an NEDP-specific Active Engagement and Attendance Policy.)

Attendance Intervention Timeline

Academy of Hope uses a Multi-Tiered Support and Intervention (MTSI) Attendance System to support any
learner experiencing attendance challenges. The MTSI team includes Instructors, Student Success and
Academic Engagement Specialists (SSAES), Principals, and the Chief Academic Officer (CAO), and it contains
seven tiers of intervention steps.

Tier # of Absences Intervention Step

If a learner misses 1, 2, or 3 days, instructors will reach
Tier 1: Early Outreach from 1t03 out via phone, text, and/or email to let learners know that
Instructors they were missed in class and to inquire about any
support needs.

Once a learner has been absent for a total of 4 days, a

Tier 2: SSAES Outreach 4 SSAE Specialist will reach out to help address attendance
barriers.
Tier 3: SSAES Enhanced Sto7 After 4 absences, learners will receive automated email
Monitoring messages reminding them to contact SSAE Specialists.

After 7 absences, SSAE Specialists will develop and share
an Attendance Support Plan. If the learner agrees to the

Tier 4: Attendance Support Plan 8 plan, then the learner will go back to Tier 1. (For

example, if a learner signs an attendance plan, attends 5
days of classes but is absent the next day, then instructors
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will begin reaching out again.) If the learner does not sign
the agreement and continues accruing absences, then
the learner will reach Tier 5.

Tier 5: Pre-Unenrollment
Intervention

12

Once a learner has 12 absences without a signed
attendance plan, the learner will receive a formal
“un-enrollment at-risk” letter and device-access may be
suspended.

Tier 6: Final Outreach and
Administrative Review

16

At 16 absences without a signed attendance plan, AoH'’s
MTSI team will conduct a final outreach; if no contact is

made, then the team may decide to unenroll the learner.

At 21 absences, the principal will submit an
unenrollment request to the CAO. Once the request is
approved, the learner will be unenrolled, his/her device

Tier 7: Unenrollment Request 21 access will be suspended, and a formal un-enrollment
notification will be issued to the student. Important Note:

If a learner is unenrolled, he/she will need to re-apply to
AoH and complete the full registration process.

Re-Enroliment

Learners may re-enroll in a subsequent term in accordance with institutional procedures unless otherwise
restricted.

Learner-Initiated Un-Enrollment

We understand that work, family responsibilities, health concerns, and other life circumstances can
sometimes interrupt your education. If you need to stop attending classes, we encourage you to speak with
your instructor or a member of the Registration or Student Success and Academic Engagement team as soon
as possible. They can discuss your options, answer questions about your enrollment status, and help you plan
for returning when you are ready.

When you are able to return, our staff will work with you to complete the registration process and help you
re-enter the program as smoothly as possible.

Documentation for Extended Absences

If circumstances arise that require you to miss classes for an extended period, please notify your instructor or
a member of the Student Success and Academic Engagement team as soon as possible.

If appropriate, you may be asked to provide documentation related to your absence. Documentation helps us
understand your situation, communicate with the appropriate Academy of Hope staff, and determines how
we can best support you. Please submit any requested documentation to the Student Success and Academic
Engagement team, where it will be maintained as part of your student record in accordance with Academy of
Hope policies.

If you have questions about your attendance or need assistance because of an extended absence, please
contact the Student Success and Academic Engagement team.
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Type of Absence What documentation is acceptable?

lliness Doctor’s note

Doctor’s Appointment Appointment card, Doctor’s note, etc.

Moving residence Proof of residency dated within one week of the move (ex.
lease, letter, bill, etc.) (learner must complete new residency
verification form)

Social Service/Housing Appointments Recertification Letter with Appointment Date or

documentation showing appointment date (this is the only
acceptable documentation)

Emergencies (ex. accidents, death in the family) Obituary, emergency room/discharge paperwork, etc.
Religious obligation No documentation needed.
Jury Duty/Court Appearance Jury summons letter/Court notice showing court date

ENROLLMENT VERIFICATION AND VERIFICATION OF ACTIVITY (VOA) POLICY

Learners requesting a completed Verification of Activity (VOA) form for any reason (such as for benefits,
housing, or other services) must meet the following requirements:

® Be acurrent learner enrolled at Academy of Hope
Have at least two weeks of attendance during the current term

e Complete a Confidential Release of Information form, available from the front office or from a member
of the student success and academic engagement team

Academy of Hope may request additional information from the learner depending on the type of verification
being requested. To request a VOA form, please email enrollment@aohdc.org and allow 24-48 business
hours for processing.

Forging, falsifying, or altering any documents on behalf of Academy of Hope staff will result in disciplinary
action, up to and including dismissal from the program.

Requests that do not meet the above requirements will not be processed.

RESPIRATORY ILLNESS PREVENTION AND HEALTH SAFETY POLICY

To support the health and safety of students, staff, and the broader community, the school maintains a
comprehensive approach to reducing the spread of respiratory illnesses, including COVID-19, influenza, and
respiratory syncytial virus (RSV). This policy reflects current public health guidance and is designed to protect
all individuals, particularly those at increased risk of severe illness.

Prevention Strategies

Vaccination:
All eligible students, staff, and community members are encouraged to remain up to date with recommended
vaccinations for respiratory illnesses, including COVID-19, influenza, and RSV where applicable. Vaccination
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remains an important tool in reducing severe illness, hospitalization, and transmission. The school will
continue to share information and resources on how to access vaccines in the community.

Hygiene and Environmental Practices:
Students and staff are expected to follow routine hygiene practices to help reduce the spread of illness,
including:

e Covering coughs and sneezes with a tissue or elbow, followed by hand hygiene
Washing hands regularly with soap and water for at least 20 seconds, or using hand sanitizer when soap
and water are not available

e Maintaining clean shared spaces through regular cleaning of frequently touched surfaces, such as
doorknobs, light switches, and shared equipment

e Hand sanitizer will continue to be available in classrooms and common areas.

Stay Home When Sick:

Students, staff, and visitors should remain at home when experiencing symptoms of a respiratory illness to
prevent spread within the school community. Individuals are encouraged to seek medical advice and
appropriate treatment as needed.

Return to school should occur when symptoms are improving overall, and the individual has been fever-free
for at least 24 hours without the use of fever-reducing medication.

After returning, individuals are encouraged to take additional precautions for several days, including
considering the use of a well-fitting mask in crowded indoor settings, maintaining good hygiene practices, and
being mindful of close contact with others, especially those at higher risk.

NON-DISCRIMINATION POLICY

Academy of Hope is committed to providing a learning environment where everyone is treated fairly and with
respect.

We do not discriminate against any student, staff member, or applicant based on actual or perceived:

race, color, religion, national origin, sex, age, marital status, personal appearance, sexual orientation, gender
identity or expression, family status or responsibilities, political affiliation, disability, source of income, or any
other characteristic protected by law.

Discrimination and harassment are not allowed in any school program, activity, or interaction. This includes
any behavior that makes someone feel unsafe, unwelcome, or disrespected.

Anyone who experiences or witnesses discrimination or harassment is encouraged to report it right away.

How to report concerns:

Contact the Chief Executive Officer (CEO):
2315 18th Place NE, Washington, DC 20018
202-269-6623

The school will take all reports seriously and respond promptly. Retaliation against anyone who reports a
concern or participates in an investigation is not allowed.

DISCIPLINE POLICY

Academy of Hope (AoH) is committed to creating a safe, respectful, and supportive learning environment
where all learners can succeed. Every learner has the right to learn without disruption, and all members of
the community are expected to help maintain a safe and positive environment.
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Orientation and Expectations

During the first week of class, learners receive their schedules and participate in a required orientation. This
orientation helps learners get to know staff and peers and provides an overview of AoH programs, policies,
and expectations.

As part of orientation, learners are introduced to the Student Code of Conduct, which outlines school
expectations and the standards for behavior.

Student Code of Conduct
The Student Code of Conduct explains expectations related to:

Respectful behavior toward other learners, staff, and volunteers
Attendance and punctuality
Prohibited substances and behaviors

Appropriate dress and conduct in school spaces

It also explains the possible consequences if expectations are not met. These may include disciplinary actions
up to and including suspension or expulsion, in accordance with District of Columbia regulations (DCMR Title
25).

Concerns and Reporting

Learners may report concerns or complaints related to other learners, staff, school policies, or disciplinary
actions. Reports will be reviewed through established school procedures.

Agreement to Follow Expectations

All learners are required to sign a learner contract confirming that they understand and agree to follow the
Student Code of Conduct and all school policies.

STANDARDS OF CONDUCT

Academy of Hope is committed to creating a respectful, safe, and supportive learning environment. All
learners, staff, and volunteers are expected to treat one another with dignity and respect at all times.

Substance Use

AoH does not allow the use, possession, or distribution of alcohol or illegal drugs, including marijuana, on
school property or during school-sponsored activities.

Learners who arrive at school under the influence of drugs or alcohol will be asked to leave and may be
subject to disciplinary action.

Safety and Violence

AoH maintains a zero-tolerance approach to violence. Violence includes any physical aggression, threats, or
abusive behavior toward others.

Learners who engage in violent or threatening behavior may be subject to disciplinary action.
Harassment and Discrimination

AoH does not tolerate harassment of any kind. This includes behavior directed at any learner, staff member,
or volunteer based on characteristics protected by law, including race, color, religion, sex, age, marital status,
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disability, national origin, personal appearance, sexual orientation, gender identity or expression, family status
or responsibilities, political affiliation, source of income, or any other legally protected status.

Harassment is prohibited both on campus and during any AoH-sponsored activities, such as field trips or
school events.

Reporting Concerns

If you experience or witness harassment, discrimination, or unsafe behavior, you should report it to an AoH
staff member. You may also contact:

° Ward 5 or Ward 8 Campus Principal
° Manager of Student Success and Academic Engagement
Chief Academic Officer (last resort)

All reports will be taken seriously and addressed through school procedures.

BULLYING PREVENTION POLICY

Academy of Hope strives to be a place where all students can learn within a safe environment. Acts of
bullying, harassment and intimidation are an attack on core values. Absolutely no bullying will be tolerated.

DEFINITIONS

AoH defines bullying as any severe, pervasive, or persistent act or conduct whether physical, electronic, or
verbal that:

1. May be based on a learner's actual or perceived race, color, ethnicity, religion, national origin, sex,
age, marital status, personal appearance, sexual orientation, gender identity or expression,
intellectual ability, familial status, family responsibilities, matriculation, political affiliation, genetic
information, disability, source of income, status as a victim of an intra-family offense, place or
residence or business, or any other distinguishing characteristic, or on an learner’s association with
a person, or group with any person, with one or more of the actual or perceived foregoing
characteristics; and

2. Canreasonably be predicted to:

a. Place the learner in reasonable fear of physical harm to their person or property;

b. Cause a substantial detrimental effect on the learner’s physical or mental health;

c. Substantially interfere with the learner’s academic performance or attendance; or

d. Substantially interfere with the learner’s ability to participate in or benefit from the services,
activities, or privileges provided by an agency, educational institution, or grantee.

PROHIBITION AGAINST BULLYING

Acts of bullying, including cyberbullying, whether by a learner, volunteer or staff, are prohibited:
® On AoH grounds and immediately adjacent property, at AoH-sponsored or related events on and off
AoH grounds, on any vehicle used for AoH business, at any transit stop at which learners wait to be
transported to AoH business, or through the use of any electronic devices owned by the AoH, leased
by the AoH or used for AoH business
® Anywhere, if the acts of bullying or cyberbullying create a hostile environment at the school, infringe
on a learner’s rights at AoH, or materially and substantially disrupt the orderly operation of AoH.
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Retaliation against a learner, volunteer or staff member who reports bullying, provides information about an
act of bullying, or witnesses an act of bullying is also prohibited.

Academy of Hope expects all community members to behave in a way that supports Academy of Hope’s
objective to provide a safe and welcoming environment for all adult learners, staff, and volunteers. Academy
of Hope expects everyone that is a part of the community to:

e Treat all members of the AoH community with respect;
® Respect the property of AoH, its staff, and other youth and adult learners connected to AoH ;
® Respond appropriately to instructions from AoH staff.

REPORTING INCIDENTS OF BULLYING OR RETALIATION

® AoH expects all staff members and volunteers to report incident(s) of bullying or retaliation they witness,
or are made aware of, to the Student Success and Academic Engagement Specialist within one day of the
incident. The Student Success and Academic Engagement Specialist will create a written report of a
bullying incident, which will be provided to the Campus Principal.

® Reports of bullying by learners, parents, guardians and community members may be made anonymously.
All oral reports received as part of this process will be transcribed into writing and included in AoH’s
bullying database.

INVESTIGATING INCIDENTS OF BULLYING

The Campus Principal is charged with making determinations as to whether a reported incident constitutes a
case of bullying. These determinations will be made in consideration of the totality of the facts and the
circumstances surrounding the incident. If the Campus Principal determines that an incident of bullying or
harassment has occurred, s/he should take the following steps.

Prior to the investigation of an incident, AoH will take steps to ensure the safety of the alleged victim
referenced in a reported bullying incident. These steps will be designed to restore a sense of safety to the
victim and to protect them from further incidents if necessary. Examples of such steps taken include
designating a staff member to serve as that alleged victim’s “safe” person, altering the alleged bully/bullies’
seating or schedule to reduce access to the alleged victim or creating a safety plan in consultation with the
alleged victim. Once an investigation is concluded, further steps will be taken as needed to assure the
continued safety of the victim from additional incidents of bullying or retaliation.

The Campus Principal is responsible for investigating reports of bullying and can be reached at either the
Ward 5 or Ward 8 campuses. An investigation of an incident will be initiated no more than one day after your
respective Campus Principal receives a report of bullying and will conclude no later than 30 days after the
receipt of such a report. As part of the investigation the Campus Principal, or his/her designee(s) will
interview any involved or relevant parties including, but not limited to, alleged victims, bullies, witnesses,
and/or staff.

Once a report of bullying has been received, If AoH determines that the reported incident may involve
criminal activity or the basis for criminal charges, information about the incident must be conveyed to the
appropriate law enforcement authorities. As part of making this determination AoH may wish to consult with
either a law enforcement officer or legal counsel. Law enforcement shall only be contacted if all other
available remedies have been exhausted. Notification will be undertaken solely to ensure that services are
provided to victims and bullies and to protect victims from further or sustained victimization. AoH will make
every effort to protect the confidentiality of those who report bullying incidents.
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APPEALS

Parties dissatisfied by the outcome of the bullying investigation may appeal the determination of the Campus
Principal to the Chief Academic Officer, who may be reached by phone (202) 269-6623 x115 or by e-mail
mdurant@aohdc.org. This appeal should be submitted no later than 30 days after the initial determination.
Upon receipt of an appeal, a secondary investigation will be conducted within 30 days of the receipt of an
appeal. These 30 days may be extended by up to an additional 15 days if the Chief Academic Officer sets forth
in writing the reasons why more time is needed to conduct an investigation. Additionally, upon the receipt of
an appeal, the Chief Academic Officer must inform the party making the submission of their ability to seek
additional redress under the DC Human Rights Act.

GUIDELINES FOR SUSPENSION AND EXPULSION

STUDENT RIGHTS WITH RESPECT TO SUSPENSIONS

Learners have the right to receive an appropriate education. Listed below are the learners’ rights that are
relevant to school discipline:

® Learners have the right to enjoy peaceful and meaningful freedom of speech, press, assembly, and
religion on school property and at school-sponsored events.

® Learners may not be excluded from their regular school program or denied instructional time in the
absence of a documented, official, disciplinary intervention (i.e. suspension or expulsion).

® Learners must be given an opportunity to tell their side of the story before a decision is made to place
them on in-school, short-term, long-term, or extended suspension or expulsion.

e Learners will be returned to their regular educational program once the conditions of a suspension or
expulsion are met.

® Behaviors that should not result in suspension include, but are not limited to, cutting class, or unexcused
absences.

® Learners are entitled to receive written notification of why they are being removed from the classroom or
school for disciplinary reasons.

e Learners are entitled to a conference with the principal, or designee, at the time when a decision is made
to remove them from the classroom or school for disciplinary reasons.

® Learners are entitled to make up classwork and assignments without penalty when they are excluded
from school for any period of time. Teachers are required to provide Learners all daily classwork and
assignments and will correct and return all completed work to Learners on a weekly basis. Learners are
responsible for completing classwork and assignments in a timely manner.

® Learners cannot be suspended for more than three consecutive school days without the CAO’s approval.

Academy of Hope recognizes the effectiveness of restorative practice methods and other progressive
disciplinary measures that build positive relationships. These interventions are a shift away from overly harsh
and punitive disciplinary responses. Instead, they educate learners about the harm caused by their actions,
while seeking to reunite them with the school community.

DISCIPLINE PROCESS FOR LEARNERS WITH DISABILITIES

Learners with disabilities who demonstrate conduct violations will immediately be referred to Sydney
Henderson, Manager of Personalized Learning, where intervention plans will be developed and implemented
individually.
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OUT-OF-SCHOOL SUSPENSION GUIDELINES

Out-of-school suspensions of up to 5 days are used when learners severely violate the expectations of the
community of Academy of Hope. This step is never taken lightly, and is a decision made based on input from
the school administration staff, student success and academic engagement staff, and faculty.

The following categories are a non-exhaustive list of examples of behaviors that may result in a learner being
suspended:

e Disruptive behavior that is on-going and uncontrollable, including harassment of students, teachers or
others.

e Behavior that is a danger to the learner or to others, including the use of threatening language and the
possession or use of drugs or alcohol while at school.

e Other extreme behaviors that may deserve suspension based on the frequency of the behavior. the
riskiness of behavior, and the learner’s openness to following instructions.

e Theft.

At least one day prior to returning to classes at Academy of Hope from an out-of-school suspension, the
learner is required to have a meeting with school administration and student success and academic
engagement staff. Prior to the meeting, the learner is expected to prepare a written statement to take
responsibility for his/her actions that led to the suspension and propose a plan to avoid similar actions in the
future. During the meeting, a behavior intervention plan is created and implemented in order to help the
learner to avoid the problem behavior in the future.

EXPULSION GUIDELINES

In rare instances, learner behavior may be so severe that expulsion is appropriate. Expelling a learner is never
considered lightly and requires the consensus of the Campus Principal and Chief Academic Officer. Typically,
student success and academic engagement staff and faculty also participate in the decision process.

As a school, one of our most important responsibilities is to create an environment that is safe for everyone.
We take that seriously and act accordingly. As a result, expulsion is considered when we believe that a learner
may be a danger to self or others. Except in extreme instances when a learner’s behavior might warrant
immediate expulsion, we first try to create a plan that meets both the community’s need for safety and the
needs of the learner. If the plan fails, then we may move to expel the student.

Grounds for immediate expulsion may include, but are not limited to:
e Physical violence or assault.

e Brandishing, use, or threat of a weapon.
® The sale of drugs on campus.
® Theft (school or someone's personal property).

Except in cases of extreme behavior, a learner is expelled only after the learner’s team has worked closely
with the learner to change the problem behaviors. After expulsion, learners are not permitted to attend
classes for the current session or to be present on either campus for the duration of the expulsion. If the
current session is near its end, the expulsion may carry over to the next session. At the end of the expulsion, a
student may complete the application and registration process to return to Academy of Hope and must also
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complete a more extensive appeal to return that includes a restorative justice process. AoH reserves the right
to deny the application of any student who has previously been expelled from AoH or any other school for
any of the above referenced reasons.

DUE PROCESS AND APPEAL PROCESS FOR EXPULSION DECISIONS

Learners have a right to appeal an expulsion within 10 days after receiving the final decision on the
disciplinary action. The student also has a right to a hearing that can be requested in a written appeal. The
Campus Principals will schedule the hearing (if requested) or render a written decision within 10 days from
receiving the appeal. If this decision is not made within 10 days, the student will be allowed to return to
school unless there is a finding that the student’s return would pose an imminent threat of serious harm to
other learners or staff.

If a student’s presence in school poses a continuing danger to persons or property or an ongoing threat of
serious disruptions to the school environment, they may be immediately removed from school, but will be
given an opportunity to tell their side of the story virtually before the recommendation for expulsion is made.

In the event a student disagrees with the outcome of a disciplinary decision, they may appeal the
determination to the Chief Academic Officer. This appeal should be submitted no later than 5 days after the
decision to uphold the expulsion. The Chief Academic Officer will render a final decision no later than 5 days
from receipt of the appeal.

In the event a student disagrees with the outcome of a disciplinary decision made by the Chief Academic
Officer, they may appeal the determination to the Chief Executive Officer and/or AoH Board Chair.

GRIEVANCE/COMPLAINT PROCEDURE

A learner who has a complaint or grievance against another learner in a class should first discuss the issue or
concern with the class teacher. If the learner is not satisfied, the learner should discuss the situation with
their Student Success and Academic Engagement Specialist.

Name Email Phone Number
Shatyra Henry — Ward 5 Daytime shatyra@aohdc.org 202-269-6623 ext. 142
Coretta Edwards — Ward 5 Evening coretta@aohdc.org 202-269-6623 ext. 103
Porsha James — Ward 8 Daytime porsha@aohdc.org 202-269-6623 ext. 229
Nathaniel Swinson — Ward 8 Evening nathaniel@aohdc.org 202-269-6623 ext. 207

A learner who has a complaint or grievance against a teacher should discuss the problem with the teacher. If
the learner does not feel comfortable approaching the teacher or the learner is not satisfied with the solution
after approaching the teacher, the learner should present the problem to the Campus Principal or designee.
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Name Email Phone Number

Dr. Andrea Sparks-Brown —

asparks-brown@aohdc.org 202-269-6623 ext. 149
Ward 5 Campus Academics
Dr. Alicia Waldon —
alicia@aohdc.org 202-269-6623 ext. 215
Ward 8 Campus Academics
Mary Cabriele —
mary@aohdc.org 202-269-6623 ext. 126

Workforce Programs

A learner who has a complaint or grievance against a staff member should discuss the issue with the staff
member. If the learner does not feel comfortable approaching the staff member or, if after discussing the
problem with the staff member is still not feeling satisfied, the learner should take the grievance to the Chief
Operations Officer, Tiffany Godbout at 202- 269-6623 ext. 132 or by email: Tiffany@aohdc.org

A learner who has a complaint or grievance against a decision made during the implementation of a policy
may appeal the decision by contacting the Chief Academic Officer, Michael Durant at 202-269-6623 x115 or
by email: mdurant@aohdc.org

A learner who cannot resolve a complaint or grievance through school leadership may contact the Academy
of Hope Board Chair, Eric Jones at boardchair@aohdc.org

NOTIFICATION OF FERPA RIGHTS

Learners will be notified of the Family Educational Rights and Privacy Act (FERPA) when signing their
enrollment documents. A copy of the learners “Notification of Rights under FERPA” is provided to them during
registration and in this manual and is reviewed during orientation. Learners with further questions regarding
their rights under FERPA should contact their site principal or registrar or contact school officials as identified
in the Notification of Rights under FERPA.

The Family Educational Rights and Privacy Act (FERPA) affords learners, and in certain circumstances their
parents, (collectively “Eligible Students”) certain rights with respect to the student’s education records. These
rights are:

e The right to inspect and review the student's education records within 45 days of the day Academy of
Hope receives a request for access. Eligible Students should submit to the Campus Principal a written
request that identifies the record(s) they wish to inspect. The Campus Principal or other appropriate
school official will make arrangements for access and notify the Parent or eligible student of the time and
place where the records may be inspected.

e The right to request amendment of the student’s education records that the Eligible Student believes are
inaccurate, misleading or otherwise in violation of the student’s privacy rights under FERPA. Parents or
eligible students may write the Campus Principal, clearly identify the part of the record they want
changed and specify why it should be changed. If AoH decides not to amend the record as requested by
the Parent or eligible student, the school will notify the Parent or eligible student of the decision and
advise them of their right to a hearing regarding the request for amendment. Additional information
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regarding the hearing procedures will be provided to the Parent or eligible student when notified of the
right to a hearing.

e The right to consent to disclosures of personally identifiable information contained in the student's
education records, except to the extent that FERPA authorizes disclosure without consent. For example,
FERPA authorizes disclosure without consent to school officials whom AoH has determined to have
legitimate educational interests. A school official is a person employed by AoH as an administrator,
supervisor, instructor, or support staff member (including health or medical staff and law enforcement
unit personnel); a person or company with whom AoH has contracted to perform a special task (such as
an attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official
committee, such as a disciplinary or grievance committee, or assisting another school official in
performing his or her tasks. A school official has a legitimate educational interest if the official needs to
review an education record in order to fulfill his or her professional responsibility.

e The right to withhold disclosure of directory information. At its discretion, AoH may disclose basic
“directory information” that is generally not considered harmful or an invasion of privacy without the
consent of parents or eligible students in accordance with the provisions of District law and FERPA.
Directory information includes:

A. Student Name F. Weight and Height of Members of Athletic Teams
B. Student Address G. Diplomas and Awards Received

C. Student Telephone Listing H. Student’s Date and Place of Birth

D. Name of School Attending I. Names of Schools Previously Attended

E. Participation in Officially J. Dates of Attendance

Recognized Activities and Sport

Parents or eligible students may instruct AoH to withhold any or all of the information identified above (i) by
completing the “Release of Student Directory Information'" Form available at the school, or (ii) by notifying in
writing to the Enrollment and Registration Manager, at Academy of Hope — Adult Public Charter School,
2315 18th Place, NE, Washington, DC 20018. The release or notification must be provided within 30 days of
the issuance of this notice.

e The right to file a complaint with the U.S. Department of Education concerning alleged failures by AoH to
comply with the requirements of FERPA. The name and address of the office that administers FERPA are
Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Ave. SW, Washington, DC
20202.

OPEN MEETINGS POLICY

Section 2.07. Regular Meetings. The Board shall hold at least five (5) board meetings per fiscal year; four
regular meetings and one annual meeting. Between regular meetings, board members will receive monthly
board updates via written report or conference call. The Chair and/or Executive Committee may call
additional meetings as necessary. At least one of each of the regularly scheduled meetings of the Board shall
be open to the public and shall be advertised by the Board within the community, in such manner as the
Board shall determine, to promote attendance of the community.

Section 2.08. Annual Meeting. The annual meeting shall occur at such date, time, and location, as the Board
shall determine. The annual meeting may be held with or in lieu of a regularly scheduled meeting.
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SY 2026-27 Board of Directors’ Meeting Schedule

September 19, 2026 | 9:00 a.m. — 12:00 p.m. March 20, 2027 | 9:00 a.m. —12:00 p.m.
November 17, 2026 | 4:00 p.m.—6:00 p.m. May 18, 2027 | 4:00 p.m. —6:00 p.m.
January 26, 2027 | 4:00 p.m. —6:00 p.m. July 27, 2027 (Board Retreat) | 9:00 a.m. — 4:00 p.m.

IADDENDUMS

NEDP Active Engagement and Attendance Policy

This policy explains what you need to do to stay active and succeed in the National External Diploma Program
(NEDP). Following these guidelines will help you stay on track to earn your high school diploma. It also
ensures expectations are clear and aligned with school policies.

Definitions

e Active Engagement: Having logged attendance within the previous 14 days. Logged attendance shows
that you’re participating in the program.

o Logged Attendance: Attendance is recorded when you complete specific actions like submitting work,
meeting with staff, or logging independent work sessions.

e Attendance Alert Email: An automated reminder that is sent if you stop meeting engagement
requirements.
Lapsed Engagement: When no attendance is logged for more than 14 days.

e Unenrollment: Being exited from Academy of Hope because of extended disengagement.

Earning Attendance
You can earn NEDP lab attendance by:

Submitting a competency area for the first time.
Submitting corrections to activities.
Attending an In-Office Check (10C) with your assessor.

Meeting with your advisor or buddy for coaching or help.

You will also earn NEDP homeroom attendance by working on activities or corrections in NEDP online
independently or with a tutor for 30 minutes or more in one day.

Accruing Absences
You will accrue an absence if:

® You miss a scheduled meeting with your advisor or assessor without notifying them beforehand.
e You’re more than 15 minutes late to a scheduled meeting without prior notice (this will be considered a
no-show).
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Engagement Expectations

To stay actively engaged, you are expected to:

Submit work in at least one competency area every 1-2 weeks (new submissions or revisions).
Schedule and attend a bi-weekly In-Office Check (10C) with your assessor.

Attend and participate in all scheduled appointments for their full duration.

Notify both your advisor and assessor of any personal challenges, emergencies, or other reasons you
might not meet these expectations as soon as possible.

Attendance Alerts and Unenrollment

If you stop meeting engagement expectations, here’s what happens:

First Alert (Initial Lapse): If two weeks pass with no logged attendance, you will receive your first
attendance alert email.

Second Alert (Extended Lapse): If three weeks pass with no logged attendance, you will receive a second
attendance alert email.

Final Alert (Disengaged): If four weeks pass with no logged attendance, you will receive a message from
the Dean of Student Academic Services letting you know you have one more week to re-engage before
being unenrolled.

Unenrollment: If five weeks pass with no logged attendance, you will be unenrolled from Academy of
Hope.

Missed Appointments and Rescheduling

If you miss an 10C or scheduled meeting without notifying your advisor or assessor ahead of time, you
will accrue an absence.

It is your responsibility to reschedule missed 10Cs or other meetings as soon as possible.

If you accrue three unexcused absences within 30 days, your access to NEDP Online will be paused until
you meet with your advisor or assessor to create a plan for getting back on track.

If you accrue eight absences overall, you will receive a call from the Student Success and Academic
Engagement Team to create an attendance plan.

ADDENDUM - WORKFORCE HANDBOOKS

Healthcare Programs Student Handbook

This Healthcare Programs Student Handbook supplements the Academy of Hope (AoH) Student Handbook by
providing additional policies and requirements specific to healthcare training programs, including the Nurse

Aide Training (NAT) program. There are certain regulations and guidelines in this document that are mandated

by the District of Columbia Board of Nursing (DC BON) and take precedence in matters related to program

compliance, clinical requirements, attendance, and learner conduct.

For any topics not addressed here, learners are expected to follow the policies and procedures outlined in the
AoH Student Handbook.
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Learners are responsible for reviewing and abiding by both handbooks. Failure to follow the policies and
requirements in either document may result in disciplinary action, up to and including dismissal from the
program.

On behalf of the Workforce Healthcare Program, we warmly welcome you to the Academy of Hope (AoH). We
recognize the unique strengths and experiences that adult learners bring to the classroom, and we are
honored that you’ve chosen us as your partner on this journey. Whether you're beginning a new career or
advancing in your current path, we are here to support you with respect, flexibility, and purpose. At AoH, your
goals matter—and together, we’ll work toward achieving them through high-quality training, real-world skills,
and a community that believes in your success.

The healthcare training programs at the Academy of Health are united in their mission to develop skilled,
ethical, and service-driven professionals prepared to meet the evolving demands of the healthcare industry.
Through rigorous, hands-on instruction and a focus on equity, community impact, and lifelong learning, our
Nurse Aide, Phlebotomy Technician, and Medical Billing and Coding training programs empower students to
pursue meaningful careers, support public health, and become leaders in both clinical and administrative
settings. Rooted in the mission of AoH, a public charter school, we are committed to transforming education
into opportunity—for every learner, in every program.

At Academy of Hope (AoH), we are committed to fostering a learning environment that is safe, respectful, and
supportive for everyone. No one has the right to disrupt the learning process or make others feel unsafe.

We believe in and encourage both learning and personal growth, and we expect all learners, instructors, staff,
and volunteers to treat one another with dignity and respect at all times. As members of the AoH community,
we are all responsible for maintaining a positive and inclusive environment.

All learners are required to review and sign the AoH Code of Conduct during general orientation. That
document outlines the expectations for behavior and interactions while participating in any AoH program. By
signing it, learners agree to uphold those standards throughout their enroliment, including in healthcare
classes and clinical settings.

Healthcare-Specific Expectations In addition to the general Code of Conduct:

° Show respect for self and others at all times
° Maintain a professional attitude in class, lab, and clinical settings
° Encourage and support one another’s growth and learning

Zero Tolerance for Violence AoH does not tolerate violence of any kind. This includes:

° Physical violence, such as hitting, pushing, or aggressive contact
° Verbal abuse, including shouting, threats, or demeaning language
° Intimidation, whether verbal, physical, or implied

Any learner who engages in violent, threatening, or abusive behavior toward another learner, staff member,
or volunteer will be subject to disciplinary action, up to and including dismissal from the program.
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Academy of Hope is committed to creating a respectful and supportive learning environment. We recognize
that concerns may arise, and we encourage learners to address them in a timely, constructive, and
professional manner. If a learner has a complaint or grievance involving an instructor, the steps outlined in the
general student handbook should be followed.

Attendance is paramount in all healthcare programs. Due to the hands-on and competency-based nature of
the training, consistent attendance is essential for successful completion and future employability.

Learner Expectations

e Learners are expected to arrive on time every day and remain for the entire class session.
® Learners must be present for at least 85% of the scheduled term to be eligible for program completion
and certification.

Use Absences Wisely

e Learners are strongly encouraged to reserve the 15% allowable absence for emergencies or unexpected
situations.

e Planned absences for appointments, trips, or other personal matters should be avoided during class time
whenever possible.

® Appointments, interviews, and outside obligations should be scheduled outside of program hours to
ensure full participation and compliance.

lliness or Emergency Absences

e Ifyou areill, you are expected to stay home to protect the health and safety of others.

e You must notify both your instructor and the Healthcare Program Manager at least one hour prior to
class.

e Absences reported in this way will be considered excused, but will still count toward the 15% limit.

Unexcused Absences

e Absences without proper and timely notification will be marked as unexcused.
® Repeated unexcused absences may result in disciplinary action or dismissal from the program.

Tardiness and Early Departures

® Arriving late or leaving early will be documented and counted toward total absences.
e Time missed for any reason will be included in the 15% maximum allowable absence time.

Make-Up Work

e Make-up work is permitted only at the discretion of the instructor and must be completed within the
timeframe provided.
e Learners should not assume that missed work will automatically be accepted or made up.

Clinical Attendance

e Clinical absences cannot be made up.
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® Missing required clinical hours may result in ineligibility for program completion and certification.
® Learners are expected to treat clinical experiences as they would professional employment—arrive on
time, be prepared, and attend all scheduled days.

Attendance Monitoring and Notification

e Learners will receive a formal written notification once they reach half of 15% (the total absence limit),
including time missed due to tardiness or early departures.
e Thisisintended as a proactive alert to help learners avoid exceeding the 15% maximum.

Acceptable Documentation for Excused Absence

It is the learner's responsibility to forward acceptable documentation to your instructor. The AoH student
handbook includes a table of documentation based on type of absence.

To maintain a focused and respectful learning environment, the use of cell phones and personal electronic
devices is restricted during class time.

Cell Phone Use
® See AoH student handbook
Headphones and Earbuds

Earbuds, ear pods, and headphones are not permitted during class, lab, or clinical instruction time.

e Listening to music, videos, or other audio content during instruction is not allowed unless specifically
approved by the instructor for educational purposes.

e Any cellphones, earphones, earbuds, or other devices found on your person or visible during test/exam
will result in a ZERO for the test/exam.

Repeated disruptions caused by personal electronic devices may be addressed through the Student Conduct
Policy.

All learners are expected to maintain a professional appearance at all times while participating in healthcare
training programs. Your attire should reflect the standards of the healthcare field and support a respectful,
distraction-free learning environment.

The following items are not permitted while on campus or at clinical sites:

Head bonnets

Bedroom slippers

Head scarves or wraps except for religious purposes (with documentation)
Sagging pants

See-through shirts or pants

Short shorts or skirts above mid-thigh

Clothing should be clean, modest, and appropriate for a professional setting. Learners may be asked to leave
class and return properly dressed if they arrive in attire that does not meet the dress code.
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Please refer to your program-specific section in this handbook for detailed uniform guidelines.

Learners enrolled in healthcare programs must meet specific academic and skills-based requirements in order
to successfully complete the course and qualify for certification.

Grading Requirements

® Learners must achieve a minimum score of 80% on all quizzes and exams.
e All skills must be passed with proficiency and minimum of 80% to complete the course successfully.
e Failure to meet the academic or skills standard will result in non-completion of the program.

Quiz Retake Policy

e Learners who fail a quiz (score below 80%) may retake the quiz one time.
The retake must be scheduled through the Healthcare Program Administrator. mmickey@aohdc.org

e Makeup quizzes will not be administered during regular class hours and must be completed outside of
scheduled instruction time.

Missed Quiz Policy

e Learners who have an unexcused absence on the day of a quiz will receive a zero for that quiz.
e Missed quizzes cannot be made up.
e |tisthe learner’s responsibility to be aware of the class schedule and attend all scheduled testing days.

Testing

To protect academic integrity and ensure a fair testing environment, the following rules apply to all quizzes,
tests, and exams:

e All tests and quizzes will begin on time. Learners who arrive late will not be allowed to enter the
classroom once testing has started and will receive a zero for that exam.

e All personal belongings must be put away before the test begins.
This includes books, notes, bags, and electronic devices. Only the test materials may be visible.

e All quizzes and exams must be completed on AoH-issued Chromebooks.
The use of personal laptops, tablets, or phones is not permitted during testing.

e Cheating is strictly prohibited. This includes copying from another learner, using unauthorized materials,
or communicating during the exam. Any learner caught cheating will receive a zero (0) for the test and
may face additional disciplinary action.

Make-Up Work

o Make-up work is permitted only at the discretion of the instructor and must be completed within the
timeframe provided.
® Learners should not assume that missed work will automatically be accepted or made up.

To maintain a professional and engaging virtual learning environment, all learners are expected to follow
these guidelines when participating in hybrid or fully online classes via Zoom:


mailto:mmickey@aohdc.org

Camera and Engagement

® Learners must have their camera turned on for the entire class session.
e Learners must actively participate in discussions and activities as directed by the instructor.
e Failure to turn on your camera will result in removal from the virtual classroom and being marked absent.

Appearance and Attire

e Dress in professional, classroom-appropriate attire—no pajamas, head bonnets, or inappropriate clothing.
e Hair coverings for religious or cultural purposes are permitted.
e Nofilters, backgrounds, or effects that alter appearance in a distracting or unprofessional manner.

Location and Setting

® Learners must be in a stationary, quiet location during class. No driving, riding public transportation,
walking, or attending class from work.

e Your background should be free from distractions, including people walking by, loud noises, or music.

e If necessary, use the “mute” function when not speaking to minimize background noise.

Technology and Conduct

Keep your device plugged in or fully charged to avoid disruptions.
Use your real name in your Zoom display (no nicknames or unapproved aliases).
Learners may not record the class without written permission from the instructor or AoH administration.

Use respectful language and behavior at all times—both verbally and in the chat.
Attendance Accountability

e Arrive to the Zoom session on time; late entry disrupts the class.
® Learners removed from the virtual classroom for violating these guidelines will be marked absent for the
session.

All learners are required to pass a drug test prior to attending clinicals. Drug testing will be unannounced. AoH
does not permit learners to attend class or clinicals under the influence of drugs or alcohol, or with the
noticeable smell (aroma) of drugs or alcohol.

Due to the nature of healthcare professions, a negative drug test is mandatory before clinical placement.
Learners are advised to complete the drug test as soon as it is assigned.

A positive drug test will result in immediate dismissal from the class.

A missed drug test or a manipulated drug test will be considered a positive result and will result in dismissal
from the program.

Every effort will be made to protect the confidentiality of learners who test positive for drugs. Only persons
with a "need to know” will be informed of the positive results.

If a learner wishes to return in another term after being dismissed for a positive drug test, they must submit a
negative drug test prior to reentering the program. This must be completed through an approved testing
provider—store-bought drug tests will not be accepted.



Academy of Hope complies with the Americans with Disabilities Act (ADA) to ensure equal access to programs
and services for all learners. Learners who require accommodations must contact the Program Administrator
or Manager of Personalized Learning to discuss needs and provide appropriate documentation.
Accommodations will be arranged on a case-by-case basis to ensure fair and equitable access without
compromising program requirements.

Course Description

This program prepares students to provide basic patient care, including assistance with activities of daily living
(ADLs) such as grooming, feeding, and elimination, primarily in long-term care settings. Upon successful
completion of classroom instruction (theory), skills training, and clinical rotation, graduates become eligible to
take the National Nursing Assistant Assessment Program (NNAAP) exam and pursue employment as Certified
Nursing Assistants (CNAs) licensed in Washington, D.C.

Admission

e All learners must take the Board-certified pre-admission examination to assess reading, writing, and math
skills prior to enrollment in the program. English literacy shall be established on the Comprehensive Adult
Student Assessment Systems e-test at a minimum 5" grade level.

® Learners must provide evidence of vaccination or immunity to communicable diseases prior to admission.

Program Dismissal
Learners may be dismissed from the program for any of the following reasons. Depending on the severity of
the violation, dismissal may be immediate and without the opportunity for remediation.

e Violence or Bullying — Any act of physical violence, verbal threats, intimidation, or harassment toward
learners, staff, volunteers, or others.

e Positive Drug Test — Including refusal to test, missed test, or tampering with a test.
Failure to Maintain Academic Standards — Not achieving the required 80% average in academic work
and/or failing to demonstrate proficiency in required skills.

e Violation of Attendance Policy — Exceeding the allowed absences or failing to meet attendance
requirements for class or clinicals.

e Unprofessional Conduct — Behavior or actions that violate the Code of Conduct, disrupt the learning
environment, or fail to meet program professionalism expectations.

Schedule

e Day Classes: Monday—-Thursday, 10:00 AM-2:00 PM (30-minute lunch included)

e Evening Classes: Monday—Thursday, 5:00 PM-8:30 PM

e Format: Hybrid-There is no set schedule for in-person or virtual days—this varies by each week.
e Fall Term: September-January

® Winter/Spring: February-June

Uniform Requirements

e Scrub colors: Burgundy or charcoal gray (top and bottom must match).

35



e AoH will provide one burgundy scrub set to be worn for clinicals and graduation. Additional uniforms may
be purchased at the learner’s own expense.

No artificial nails.

Hair must be pinned up or back.

Minimal jewelry allowed.

Shoes: All-black, impermeable, no clogs or Crocs.

Uniform must be clean and wrinkle-free at all times.

AoH issued name tag

No head wear unless exempt for religious purposes (with documentation)

Burgundy, gray or black sleeves
Clinicals

Attendance Requirement: Learners must be present for all scheduled clinical hours in order to successfully
complete the course.

o Day Clinicals: Monday-Friday, 7:00 AM-3:30 PM for 5 consecutive days (total 40 hours)

o Evening Clinicals: Monday—Friday, 5:00 PM-9:30 PM for 10 consecutive days (total 40 hours)
Eligibility

o Maintain professional demeanor and interpersonal communication skills.
Achieve at least 85% attendance in the classroom portion.
Complete at least 80% of all didactic coursework successfully.
Negative drug test

O O O O

Immunization records submitted on time

o Clean background check
Instructor Discretion: Clinical placement is at the discretion of the instructors. Instructors supervise learners
under their professional licenses and may deny clinical participation if:

o Professionalism expectations are not met.

o The instructor believes taking the learner to clinical could place their professional license in

jeopardy.
Learner-provided supplies Cost, if set
Shoes - black (closed toe and heel) - varies

No crocs or clogs

Watch - second hand varies
Fingerprinting - after passing state $50.00
exam
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AoH-provided supplies
Uniform - burgundy Drug test-9 panel
Name badge Background check
Textbook/workbook CPR Certification
Exam-written and skills Chromebook/Hotspot

Evaluation Criteria

Learners will demonstrate the knowledge of nursing assistant training from Hartman’s Textbook and DC BON
curriculum.

Quizzes 10% (x6) =60%

Final Exam 25%

Homework/Workbook /Assignment 15% =Total 100%
Final grade average 80%

Assessment Method:

e The knowledge will be assessed through 6 quizzes, homework/workbook/ assignments, and a final exam.
e Skills sign off x2 with at least 80% proficiency

Certification Exam Requirements
To be eligible for certification, learners must meet all of the following requirements:

Academic Performance — Achieve a minimum final grade of 80% in the course.
Attendance — Have at least 85% attendance for class hours.
Skills Proficiency — Demonstrate competency in all required clinical and laboratory skills.

Professionalism — Consistently demonstrate professional demeanor, communication, and conduct in the
classroom, laboratory, and clinical settings.
e BON required hours 125, clinical 40, didactic 65, skills -20

Failure to meet any of the above requirements will result in ineligibility for state certification testing. After
certification exam, learner must complete fingerprinting prior to issue of a license.

Course Description

This program equips students with the essential skills and training to perform blood draws (both venipuncture
and capillary), provide basic patient care, and maintain medical equipment. This course is in person. Upon
completing all theory and practical components, students are eligible to take the National Healthcareers
Association (NHA) exam to become a Certified Phlebotomy Technician (CPT).
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Schedule

Day Classes: Monday—Thursday, 10:00 AM-2:00 PM (30-minute lunch included)
Evening Classes: Monday—-Thursday, 5:00 PM—8:30 PM

Format: In- person every day

Fall term: September -January

Winter/Spring: February-June
Uniform Requirements

e Scrub colors: Burgundy or charcoal gray (top and bottom must match).

e AoH will provide one burgundy scrub set to be worn for clinicals and graduation. Additional uniforms may
be purchased at the learner’s own expense.

e No artificial nails.

e Hair must be pinned up or back.

e Minimal jewelry allowed.

e Shoes: All-black, impermeable, no clogs or Crocs.

e Uniform must be clean and wrinkle-free at all times.

® AoH issued name tag

e No head wear unless exempt for religious purposes (with documentation)

e Black, burgundy or gray sleeves

Clinicals

e Attendance Requirement: Learners must be present for all scheduled clinical hours in order to successfully
complete the course.
o Day Clinicals: Monday-Friday, 8:00 AM-4:30 PM (the numbers of days will vary according to
facility)
e Eligibility
o Maintain professional demeanor and interpersonal communication skills.
Achieve at least 85% attendance in the classroom portion.
Complete at least 80% of all didactic coursework successfully.
Complete and maintain NHA study guide hours
Negative drug test
Clean background check

o O O O O O

Immunization records submitted on time
Evaluation Criteria

Learners will demonstrate the knowledge of phlebotomy technician training from Hartman’s Textbook and
NHA Study Guide.

Quizzes (x5) 65%

Final Exam 25%

Homework/Workbook /Assignment 10%
Total 100%

Average of 80%
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Assessment Method:

e The knowledge will be assessed through quizzes, homework/workbook/ assignments, and a final exam.
Final Grade
Skills sign off
Master blood draws (venipuncture and capillary counts)
NHA study guides modules and quizzes

Certification Exam Requirements
To be eligible for certification exam, learners must meet all of the following requirements:

e Proficiency in Skills — Demonstrate competency in both venipuncture and capillary blood draw techniques
(minimum 40 blood draw each).
e Completion of NHA Study Modules — All assigned modules hours/modules/quizzes must be fully
completed.
Academic Performance — Achieve a minimum final average score of 80% on all quizzes and the final exam.
e Attendance — Completed at least 85% of class hours.
Professionalism — Consistently demonstrate professional conduct, communication, and adherence to
program policies.

Failure to meet any of the above requirements will result in ineligibility for certification testing.

Course Description

This course introduces the learner to medical billing including all steps between patients, healthcare
providers, and insurance companies. This course will give students the understanding of all steps of the billing
process to include, coding, claims, reimbursement, registration, insurance verification, collections, and
payment. Upon completion of course requirements, graduates are eligible to take the National Healthcareer
Association Billing and Coding Specialist exam.

Schedule

e Hours: Monday-Thursday 6-9pm
® Format: In Person

e Fall Term: September-December
e Winter/Spring: February-June

Evaluation Criteria

Learners will demonstrate knowledge of medical billing and coding from textbook (Green’s) Understanding
Health Insurance and NHA Study Guide.

Fall- Coding (September-December)

° Quizzes 30%
° Exams 60%

° Homework/Workbook 10%

Total 100%

39



Winter-Billing (February-June)

° Quizzes 65%
. Final Exam 25%
° Homework/Workbook 10%

Total 100%
Assessment Method:

e The knowledge will be assessed through 7 quizzes, 2 exams, and a final exam (Fall). 6 quizzes, final exam,
and workbook/homework (Winter).
o NHA study guides-modules and quizzes

Certification Exam Requirements
To be eligible for certification exam, learners must meet all of the following requirements:

e Completion of NHA Study Modules — All assigned modules hours/modules/quizzes must be fully
completed.

Academic Performance — Achieve a minimum final average score of 80% on all quizzes and the final exam.

e Attendance — Completed at least 85% of class hours.
® Professionalism — Consistently demonstrate professional conduct, communication, and adherence to
program policies.

Failure to meet any of the above requirements will result in ineligibility for certification testing.

Mary Cabriele, Director Workforce Programs

202 269-6623 ext 126 mary@aohdc.org

Ms. Mickey, RN Healthcare Program Administrator

202 269-6623 ext 135 202 670-5012 mmickey@aohdc.org
Charise Kitchen, LPN Healthcare Program Associate

202 269-6623 ext 146 240 343-2523 charise@aohdc.org

Deneen Miller, Sr Employment Specialist 202 269-6623 ext 141 deneen@aohdc.org
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Information Technology Student Handbook

Course Offerings and Career Outlook
IT at AoH: Our Program

At Academy of Hope (AoH), students are prepared to enter professional careers in Information Technology
(IT). To be competitive, our students must have strong technical skills and those professional attitudes that
employers value. Our program is designed to build both.

Expanded Certification Pathway

IT students begin with CompTIA’s Tech+ certification (plus a mico-credential in using Al, an essential skill in
today’s job market). This is a starting point for those exploring IT careers and building foundational
knowledge.

Successful students will move on to A+, a widely recognized entry-level certification that validates
fundamental IT skills and aids in career entry. The A+ course is designed to build foundational hardware,
software and troubleshooting skills. This course includes a Cloud Essentials mico-credential, an essential skill
in today’s job market.

After A+, students can now continue their studies with two advanced certifications which will strengthen their
competitiveness in this field:

o Network+: This program teaches students how to design, manage, and troubleshoot wired and wireless
networks. The Network+ certification is widely recognized and helps students qualify for roles such as
network technician, help desk technician, and IT support specialist.

e Security+: This course is based on cybersecurity essentials, such as threat management, risk mitigation,
and network security. It is designed to prepare students for jobs in security support and entry-level
cybersecurity careers. Security+ is an essential credential for many government and private sector
security positions.

Employers often expect or require these three certifications for IT roles:

® A+ is commonly required for help desk, IT support, and entry-level technician jobs.
Network+ is preferred or required for network administrator, field technician, or infrastructure support
roles.

® Security+ is recognized by the U.S. Department of Defense (DoD 8570 compliance) and is often a
minimum requirement for cybersecurity-related jobs.

IT Course Schedule and Course Progression

AoH currently offers the following IT courses each academic year. Course availability and scheduling will be
updated regularly.

o Workforce Academy (digital literacy and professional reading and math), Fall and Spring

e Tech+ (Both day and night classes), Fall and Spring Semesters.

® A+ (Both day and night classes) — Core 1 and Core 2 Fall and Spring Semesters



® Network+ (day classes) - Fall and Spring Semesters.
® Security+ (evening classes) - Fall and Spring Semesters.

CompTIA Certifications and Industry Outlook

CompTIA Tech+ is an introduction to basic IT knowledge and skills that helps professionals decide if a career in
IT is right for them. It also helps organizations prepare non-technical teams for digital transformation.
CompTIA Tech+ can serve as a springboard for various IT careers, ensuring candidates are better prepared to
understand and grasp the building blocks of IT at an introductory, foundational level. These individuals should
consider pursuing CompTIA Tech+.

° Students considering a career in IT.
° Professionals working in fields that require a broad understanding of IT.
° Marketing, sales, and operations staff in IT-based organizations.

AoH’s IT program has documented the value of Tech+ as an on-ramp to A+. Without it, few of our applicants
will have the knowledge needed to succeed in A+. Tech+ offers these benefits to students who do not have
previous experience or education in the IT field:

Enables a wider range of candidates to follow their interest in IT.
Has value for IT-adjacent positions.
Teaches technical and academic vocabulary needed for A+ success.

Introduces the essential concepts students need to keep up in A+,

The passing score is 650/900, or 72%. Students who successfully complete the Tech+ course and score at least
600 on the CompTIA Tech+ examination may advance to A+.

CompTIA A+ is not just about PC repair. CompTIA A+ candidates are better prepared to troubleshoot and
problem-solve a wider variety of issues, ranging from networking and operating systems to mobile devices
and security.

The CompTIA A+ Core Series requires candidates to pass two exams: Core 1 (220-1201) and Core 2
(220-1202). Testing is performance-based to prove students can think on their feet to perform critical IT
support tasks. Each of the Core examinations has at most 90 questions and must be completed in 90 minutes.
Average preparation time is 2 to 4 months depending on starting knowledge and experience.

CompTIA A+ 220-1201 covers mobile devices, networking technology, hardware, virtualization, and cloud
computing. Passing score: 675/900 = 75%

CompTIA A+ 220-1202 covers operating systems, security, software, and operational procedures. Passing
score: 700/900 = 78%

CompTIA Network+ focuses on developing the skills required to design, configure, manage, and troubleshoot
both wired and wireless networks. It is an industry-recognized certification for entry-level network technicians
and support specialists. Unlike vendor-specific networking certifications, Network+ is vendor-neutral and
prepares learners to work with a wide range of hardware and software platforms. Candidates gain essential
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knowledge in networking fundamentals, protocols, infrastructure, and security practices, making them
valuable team members in any IT environment.

Network+ is ideal for:

° Students pursuing roles such as network support, field service technician, or help desk analyst.

A+ certified professionals looking to deepen their networking knowledge.
° Individuals preparing to transition into infrastructure or systems roles.

AoH’s IT program offers Network+ to students who have completed A+ or have equivalent knowledge.
Network+ builds directly on the foundational skills of A+ and prepares students for real-world challenges in
network connectivity, troubleshooting, and performance. Network+ helps learners:

Understand how modern networks operate and interconnect.
Diagnose and resolve network-related issues.
Apply security concepts to protect network resources.

Prepare for mid-level IT jobs and further certifications such as Security+.

The CompTIA Network+ exam (N10-009) contains a maximum of 90 questions and must be completed in 90
minutes. The passing score is 720/900 (80%). Most students require 4 to 5 months of focused study and
hands-on practice after A+ to prepare for success.

CompTIA Security+ provides students with a strong foundation in cybersecurity, equipping them with the
essential skills needed to secure systems, networks, and data. This certification is often the first step for those
entering the growing field of information security and is widely recognized by employers, including
government agencies and defense contractors. Security+ covers a broad range of topics such as threat
management, identity and access control, risk mitigation, and cryptography.

Security+ is recommended for:

° Students with Network+ or equivalent knowledge.
° Professionals interested in cybersecurity, compliance, or security support roles.
° Individuals seeking to meet DoD 8570 compliance for government or defense jobs.

AoH’s IT program includes Security+ as a capstone credential for students who have mastered A+ and
Network+. It allows them to:

Recognize and respond to modern security threats.
Apply secure design principles in enterprise networks.
Conduct risk assessments and implement appropriate mitigation strategies.

Take the next step toward roles such as security analyst, systems administrator, or junior SOC analyst.

The Security+ exam (SY0-701) includes a maximum of 90 questions with a 90-minute limit. The passing score
is 750/900 (83%). Students typically prepare over a 4- to 5-month period, with an emphasis on understanding
real-world scenarios and practicing performance-based questions.
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Industrial Outlook:

IT support specialist: Median National Salary — 49,770, annual job postings 380,100+, job growth is above
national average at 28%.

According to the DICE report, help desk technicians earn $52,259 on average per year. As technicians gain
more experience, they can move up to a Tier |l or Tier lll specialist position. Furthermore, the DICE report

lists CompTIA A+ as one of the highest-paying IT certifications in the US -- with A+ holders earning $78,629.

What jobs can CompTIA A+ get you?
Service desk analyst.

Technical support specialist.

Field service technician.

Associate network engineer.

Data support technician.

Desktop support administrator.
End-user computing technician.
Help desk technician.

Network+ prepares students for entry-level to mid-level jobs in IT networking and infrastructure support.
These roles are essential in almost every industry—healthcare, finance, education, government, and tech.

Common Job Titles:

Network Support Specialist
Network Technician

Help Desk Technician (Tier 1)
Field Service Technician

IT Support Technician

Junior Systems Administrator
Infrastructure Technician

Desktop Support Specialist (with network responsibilities)

Security+ opens the door to entry-level roles in cybersecurity, as well as IT positions that include security
responsibilities. It’s often the minimum requirement for security-related positions in the government and
defense sectors (DoD 8570/8140 compliance).

Common Job Titles:

Security Analyst

Information Security Specialist

Cybersecurity Technician

Security Operations Center (SOC) Analyst (Tier I)
Systems Administrator (with a security focus)
Compliance or Risk Analyst

Junior Penetration Tester (with additional training)
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Professionalism and Career Development

The IT program at AoH recognizes that strong technical skills are not enough to launch a successful career. Job
seekers also need non-technical “soft” skills like communication, leadership, integrity, and teamwaork. Career
and professional development is an integral part of learning from Tech+ onward. Satisfactory professionalism
ratings are required for program completion. Students will:

° Develop their resumes under the guidance of a career counselor;
° Attend seminars on professionalism, job hunting, interviewing, and related topics;
° Participate in career fairs and IT networking events.

IT students also benefit from internship opportunities, both internal at AoH and external. These opportunities
allow students to gain IT experience and confidence as they work toward their certifications.

In addition to career development, the IT program promotes learning of study methods and test-taking skills.
Attendance

IT courses are challenging and intensive. Regular attendance is essential for successful program completion.
AoH does not offer self-paced courses, so students should expect to devote significant time both inside and
outside class.

e Students are expected to attend at least 80% of all scheduled classes. A class day is equivalent to a week
of class for a typical college course.

Students who miss seven classes in a row (unexcused absences) will be dismissed from the program.

e Students who miss more than 13 class sessions in total (unexcused absences) no longer meet the 80%
attendance requirement and will be dismissed from the program.

e Medical and other appointments should be scheduled outside class time. Class does not meet on Fridays
to allow a business day for appointments and errands.

e Attendance will be taken for online and in-person sessions. Students must sign in at the beginning of each
Zoom session.

e Attendance means students are actively watching, listening, and participating. Students appear on
camera and are not distracted by other activities. Simply joining the Zoom session will not count for
attendance purposes.

® Punctuality is important. Students will be marked absent if they miss more than 15 minutes of a class
period due to tardy arrival or early departure, unless arranged with the instructor.

e Both punctuality and attendance are part of students’ Professionalism evaluation.

Students are responsible for making up missed work following an absence. Canvas and recorded Zoom
sessions allow students to access learning materials and assignments after absences.

Course Materials

All materials required for IT courses will be provided free of charge by Academy of Hope. They include:

° Online session (Zoom) each class day
° Canvas online classroom
° CompTIA CertMaster/TestOut curriculum, including virtual labs
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] Laptop
° Second monitor
° CompTIA certification exam voucher for students who complete requirements

Students are required to take care of equipment issued to them and promptly report any loss, damage, or
technical support needs to Academy of Hope.

Grading and Evaluation

Grading is a form of communication. Grades apply standardized measurements to students’ levels of
achievement in a course so that the student, instructor, and school can measure progress. A variety of
assessment strategies including projects, lab demonstrations, exams, tests, student/teacher conferences and
an employability scale will be used to determine progress.

The course syllabus for each class will specify how grades are calculated and shared with students.

Students will receive a formal progress report at least once during each semester-long course. Students also
have access to their grades through the Learning Management System.

Students who are not meeting course requirements will receive academic improvement plans to help them
get back on track. Students who do not meet course requirements after academic improvement counseling
will be dismissed from the course.

Academic Misconduct

CompTIA certification examinations are administered under strict conditions. Students need to master
learning objectives to pass. Likewise, students must complete course assessments without relying on outside
sources (Googling, Al, presenting others’ work as your own etc.) The course syllabus and instructor for each
course will specify what counts as academic misconduct.

Misconduct may incur severe penalties, up to and including dismissal from the program.
Accessibility

Students with learning and/or physical disabilities are eligible for special accommodations so that class
content is accessible to all. If you have a disability, please inform your instructor on the first day of class so
that accommodations can be arranged. Please note that students who are interested in testing
accommodations on the CompTIA exam will need to follow CompTIA’s guidelines for applying.

Student Support

Academy of Hope offers support for students’ academic, technical, and other needs. Please contact the
instructor and/or teaching assistant for help with academic and study challenges or with Canvas or
CertMaster/TestOut. Students can get technical support with school-issued equipment, including laptops and
applications, from AoH’s IT support team. Contacts: IT@aohdc.org or 202.234.8324. For non-academic
needs, please see the course syllabus for the contact information for the counselor assigned to your class.
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IT Program Completion

AoH seeks to support as many students as possible in completing their programs. Some students will
complete their program but will not pass the certification exam. These students are eligible for a certificate of
completion.

What does it mean to complete one of these courses?

Attendance: maintain attendance of at least 80%

e Technical Knowledge: complete at least 70% of all summative assessments (including the course final
exam)

e Applied Learning: Participate in at least 70% of labs and other hands-on/practical activities
Professionalism: Score of at least 70% on Professionalism checklist (being on time, online etiquette,
contributing to class discussions, demonstrating teamwork, and other positive workplace behaviors)

For Tech+ students, what does it mean to be eligible for advancement to A+? Tech+ students may qualify for a
place in the A+ class if they:

Meet the above criteria for course completion and pass the Tech+ certification exam, OR
Meet the above criteria for course completion and earn a score of 600 or better on the Tech+ certification
exam.

Certification Exam Eligibility and Preparation

Tech+: We are fortunate to have an authorized CompTIA testing center for Tech+ here at AoH. Tech+ students
will sit for their exam during the final week of class.

A+, Network+, Security+: Students in these courses must test at a commercial testing center or online.
Instructors will guide students in the process of registering for and preparing for CompTIA exams.

Students must meet the minimum requirements below to receive a prepaid exam voucher. Instructors may
also require completion of other course requirements (e.g., labs or CertMaster, attendance) prior to voucher
issuance.

Minimum requirements to receive a testing voucher (A+, Network+, Security+):

e Have a minimum GPA of at least 70% on the instructor-created Canvas course which covers all all modules
and domains; and
Meet a minimum score, set by AoH, on a CertMaster summative practice test.

e Meet a minimum score, set by AoH, on a Canvas summative assessment.

If a student meets the above minimum requirement, they should be recommended by the instructor to
advance.

Minimum requirements for first testing voucher (Tech+):
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o Complete the course successfully, including a passing score on the instructor-created final exam;
Score at least 72% on a department-created Canvas readiness assessment that draws on all modules and
domains, or show sustained progress toward that goal; and

e Score at least 80% on a CertMaster readiness assessment (A.2.8 practice test), or show sustained
progress toward that goal.

Students who use vouchers provided by AoH must provide their instructor with a copy of their certificate or
their score report.

Students may be eligible for additional testing vouchers if they do not pass the examination. Instructors will
provide guidance on improving weak points as identified on the score report, and students who complete
additional study may receive new vouchers.

Students who take CompTIA examinations using AoH vouchers must take their exam within ten business
days of issuance. If they cannot schedule an examination within that time or have to reschedule, they must
communicate with their instructor.

Project Management Student Handbook

Why Academy of Hope?

Academy of Hope prepares students for more than a certification exam. We prepare professionals to
successfully manage projects, lead teams, solve problems, and communicate effectively in today’s workplace.

Imagine Your Future

Every successful project - from constructing buildings and launching new technology to organizing healthcare
initiatives and community programs - depends on skilled managers.

° Leading projects from beginning to end.

Managing budgets, schedules, and teams.

Solving complex business challenges.

Communicating with confidence and professionalism.

Helping organizations achieve important goals.

Building a rewarding career with opportunities for advancement

Project Management Certifications at AoH

Certified Associate in Project Management (CAPM)

The Certified Associate in Project Management (CAPM) certification is designed for individuals beginning a
career in project management. You’ll learn the fundamental concepts, terminology, tools, and techniques
used by project managers across every industry. CAPM demonstrates your understanding of project
management principles and prepares you for entry-level project management positions while building
experience toward the PMP certification.
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This certification is ideal for:

° individuals beginning a career in project management

° students with little or no formal project management experience
° professionals seeking to demonstrate project management knowledge
You'll learn:

° Project Life cycle

° Project Planning

° Scheduling

° Budgeting

° Risk Management

° Stakeholder communication

° Agile and predictive project approaches

Career Opportunities:

Project Coordinator
Project Administrator
Project Analyst

Program Support Specialist
Operations Coordinator

Project Management Professional (PMP)

The Project Management Professional (PMP) certification is recognized worldwide as the premier credential

for experienced project managers. The course prepares professionals who already meet PMI’s experience

requirements to successfully pass the PMP certification exam while strengthening their leadership, strategic

thinking, and project management expertise.

This certification is ideal for:

° Experienced project managers

° Professionals leading projects and teams

° Individuals meeting PMI experience requirements
° Those seeking one of the world’s most respected project management credentials
You'll learn:

° Leading project teams

° Managing project scope, schedule, and budget

° Risk and issue management

° Stakeholder engagement

° Agile, predictive, and hybrid methodologies

° Leadership and business strategy

° Quality and performance management
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Career Opportunities

Project Manager
Senior Project Manager
Program Manager
Operations Manager

Business Transformation Manager

Your learning experience includes:

Hybrid instruction with both classroom and online learning
Case studies and real-world project scenarios

Individual and team activities

PMI-based exam preparation

Practice exams and quizzes

Homework and independent study

Instructor coaching and support

Successful Students:

Attend class consistently

Arrive prepared and on time

Complete assignments on time
Participate in class discussions

Practice using project management tools
Ask questions and seek feedback

Work effectively with classmates

Take ownership of their learning

Your instructors, Employment Specialists, and Student Success and Academic Engagement team are here to
help—but your success begins with your commitment.

Professionalism and Career Development

AoH recognizes that strong technical skills are not enough to launch a successful career. Job seekers also need
non-technical “soft” skills like communication, leadership, integrity, and teamwork. Career and professional
development is an integral part of learning. Satisfactory professionalism ratings are required for program
completion. Students will:

° Develop their resumes under the guidance of a career counselor;
° Attend seminars on professionalism, job hunting, interviewing, and related topics;
° Participate in career fairs and networking events.
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Students also benefit from internship opportunities, both internal at AoH and external. These opportunities
allow students to gain experience and confidence as they work toward their certifications.

In addition to career development, the program promotes learning of study methods and test-taking skills.
Attendance

Project management courses are challenging and intensive. Regular attendance is essential for successful
program completion. AoH does not offer self-paced courses, so students should expect to devote significant
time both inside and outside class.

e Students are expected to attend at least 85% of all scheduled classes. A class day is equivalent to a week
of class for a typical college course.

e Students who miss seven classes in a row (unexcused absences) will be dismissed from the program.
Students who miss more than 13 class sessions in total (unexcused absences) no longer meet the 85%
attendance requirement and will be dismissed from the program.

e Medical and other appointments should be scheduled outside class time. Class does not meet on Fridays
to allow a business day for appointments and errands.

e Attendance will be taken for online and in-person sessions. Students must sign in at the beginning of each
Zoom session.

e Attendance means students are actively watching, listening, and participating. Students appear on
camera and are not distracted by other activities. Simply joining the Zoom session will not count for
attendance purposes.

e Punctuality is important. Students will be marked absent if they miss more than 15 minutes of a class
period due to tardy arrival or early departure, unless arranged with the instructor.

e Both punctuality and attendance are part of students’ Professionalism evaluation.

Students are responsible for making up missed work following an absence. Schoology and recorded Zoom
sessions allow students to access learning materials and assignments after absences.

Course Materials

All materials required will be provided free of charge by Academy of Hope. Students are required to take care
of equipment issued to them and promptly report any loss, damage, or technical support needs to Academy
of Hope.

Grading and Evaluation
The course syllabus for each class will specify how grades are calculated and shared with students.

Students will receive a formal progress report at least once during each semester-long course. Students also
have access to their grades through the Learning Management System.

Students who are not meeting course requirements will receive academic improvement plans to help them
get back on track. Students who do not meet course requirements after academic improvement counseling
will be dismissed from the course.
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Academic Misconduct

Certification examinations are administered under strict conditions. Students need to master learning
objectives to pass. Likewise, students must complete course assessments without relying on outside sources
(Googling, Al, presenting others’ work as your own etc.). The course syllabus and instructor for each course
will specify what counts as academic misconduct.

Misconduct may incur severe penalties, up to and including dismissal from the program.
Accessibility

Students with learning and/or physical disabilities are eligible for special accommodations so that class
content is accessible to all. If you have a disability, please inform your instructor on the first day of class so
that accommodations can be arranged. Please note that students who are interested in testing
accommodations on the CompTIA exam will need to follow CompTIA’s guidelines for applying.

Student Support

Academy of Hope offers support for students’ academic, technical, and other needs. Please contact the
instructor for help with academic challenges. Students can get technical support with school-issued
equipment, including laptops and applications, from AoH’s IT support team. Contacts: IT@aohdc.org or (202)
234-8324. For non-academic needs, please see the course syllabus for the contact information for the student
success and academic engagement specialist assigned to your class.

Program Completion

AoH seeks to support as many students as possible in completing their programs. Some students will
complete their program but will not pass the certification exam. These students are eligible for a certificate of
completion.

What does it mean to complete one of these courses?

° Attendance: maintain attendance of at least 85%
° Course average: earn a minimum 70% course average
° Professionalism: Score of at least 70% on Professionalism checklist (being on time, online etiquette,

contributing to class discussions, demonstrating teamwork, and other positive workplace behaviors)

Note: Students will NOT receive a test voucher if they don’t meet the requirements for successful completion
including POST CASAS TESTING.

Leasing for Property Management Student Handbook

Why Academy of Hope and Leasing for Property Management?

Academy of Hope prepares students for more than a certification exam. We prepare professionals to
successfully manage projects, lead teams, solve problems, and communicate effectively in today’s workplace.



Join a growing industry with competitive wages, stable employment, and opportunities for career
advancement into property management.

Imagine Your Future

Welcoming prospective residents to their new community

Building relationships with residents and coworkers

Touring apartment homes and helping families find the perfect place to live
Working for a professional property management company

Growing your career from Leasing Professional to assistant Property Manager, Property Manager, or
Regional Manager
e Earning a respected industry credential and building a rewarding career

Certified Apartment Leasing Professional (CALP)

Build the foundation for a career in apartment and leasing management
Apartment leasing is an excellent career for individuals who enjoy working with people, solving problems,
and helping others find a place to call home.

® Prepare for careers in the residential property management industry.

You'll Learn:

Fair Housing Laws & Compliance
Professional Leasing Practices
Customer Service Excellence
Marketing and Apartment Tours

Lease Agreements and Documentation
Resident Relations & Communication
Ethics & Professionalism

Property Management Fundamentals

Career Opportunities:

Leasing Consultant

Leasing Professional

Resident Services Coordinator
Property Management Assistant
Assistant Community Manager

Property Manager (with experience)

Your learning experience includes:

° Hybrid instruction with both classroom and online learning
° Case studies and real-world project scenarios
° Individual and team activities
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On site visits
Practice exams and quizzes
Homework and independent study

Instructor coaching and support

Successful Students:

Attend class consistently

Arrive prepared and on time

Complete assignments on time

Participate in class discussions and activities
Practice leasing scenarios

Ask questions and seek feedback

Work effectively with classmates

Prepare for certification requirements

Your instructors, Employment Specialists, and Student Success and Academic Engagement team are here to
help—but your success begins with your commitment.

Professionalism and Career Development

AoH recognizes that strong technical skills are not enough to launch a successful career. Job seekers also need
non-technical “soft” skills like communication, leadership, integrity, and teamwork. Career and professional
development is an integral part of learning. Satisfactory professionalism ratings are required for program
completion. Students will:

° Develop their resumes under the guidance of a career counselor;
° Attend seminars on professionalism, job hunting, interviewing, and related topics;
° Participate in career fairs and networking events.

Students also benefit from internship opportunities, both internal at AoH and external. These opportunities
allow students to gain experience and confidence as they work toward their certifications.

In addition to career development, the program promotes learning of study methods and test-taking skills.
Attendance

Regular attendance is essential for successful program completion. AoH does not offer self-paced courses, so
students should expect to devote significant time both inside and outside class.

e Students are expected to attend at least 80% of all scheduled classes.
Students who miss seven classes in a row (unexcused absences) will be dismissed from the program.

e Students who miss more than 13 class sessions in total (unexcused absences) no longer meet the 80%
attendance requirement and will be dismissed from the program.

e Medical and other appointments should be scheduled outside class time. Class does not meet on Fridays
to allow a business day for appointments and errands.
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e Attendance will be taken for online and in-person sessions. Students must sign in at the beginning of each
Zoom session.

e Attendance means students are actively watching, listening, and participating. Students appear on
camera and are not distracted by other activities. Simply joining the Zoom session will not count for
attendance purposes.

e Punctuality is important. Students will be marked absent if they miss more than 15 minutes of a class
period due to tardy arrival or early departure, unless arranged with the instructor.

e Both punctuality and attendance are part of students’ Professionalism evaluation.

Students are responsible for making up missed work following an absence. Schoology and recorded Zoom
sessions allow students to access learning materials and assignments after absences.

Course Materials

All materials required will be provided free of charge by Academy of Hope. Students are required to take care
of equipment issued to them and promptly report any loss, damage, or technical support needs to Academy
of Hope.

Grading and Evaluation

Students will receive a formal progress report at least once during each semester-long course. Students also
have access to their grades through the Learning Management System.

Students who are not meeting course requirements will receive academic improvement plans to help them
get back on track. Students who do not meet course requirements after academic improvement counseling
will be dismissed from the course.

Academic Misconduct

Certification examinations are administered under strict conditions. Students need to master learning
objectives to pass. Likewise, students must complete course assessments without relying on outside sources
(Googling, Al, presenting others’ work as your own etc.). The course syllabus and instructor for each course
will specify what counts as academic misconduct.

Misconduct may incur severe penalties, up to and including dismissal from the program.
Accessibility

Students with learning and/or physical disabilities are eligible for special accommodations so that class
content is accessible to all. If you have a disability, please inform your instructor on the first day of class so
that accommodations can be arranged. Please note that students who are interested in testing
accommodations on the CompTIA exam will need to follow CompTIA’s guidelines for applying.

Student Support

Academy of Hope offers support for students’ academic, technical, and other needs. Please contact the
instructor for help with academic challenges. Students can get technical support with school-issued
equipment, including laptops and applications, from AoH’s IT support team. Contacts: IT@aohdc.org or (202)



234-8324. For non-academic needs, please see the course syllabus for the contact information for the student
success and academic engagement specialist assigned to your class.

Program Completion

AoH seeks to support as many students as possible in completing their programs. Some students will
complete their program but will not pass the certification exam. These students are eligible for a certificate of
completion.

What does it mean to complete the course?

e Attendance: maintain attendance of at least 80%
Course average: earn a minimum 70% course average

Professionalism: Score of at least 70% on Professionalism checklist (being on time, online etiquette,
contributing to class discussions, demonstrating teamwork, and other positive workplace behaviors)
Complete required projects and assignments

Participate actively in class

Prepare for and attempt the industry certification exam

Post CASAS test

Note: Students will NOT receive a test voucher if they don’t meet the requirements for successful completion
including POST CASAS TESTING.
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